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21 January 1963

'~ MEMORANDUM FOR: CIA RECORDS ADMINISTRATION OFFICER

THROUGH : TSD/Records Management Officer -

STAT Asst. Chief, TSD

STAT

SUBJECT . TSD Records Gontrol Schedule 7341-63

RESCINDS : TSD Records Control Scheduls 7341-61
dtd 3 May 61 I

1. Attached herewith is Records Control Schedule 7341-63 for
STAT TSD/ This Schedule was rewritten in order
to change the contents of Items 3 and 4 - Project and Contract files -
and, more specifically, to set forth definite disposition instructions
in order to comply with Records Center procedure. The rest of the
Schedule remains unchanged.

STAT 2. Since TSD:lis presently holding material for retire-
ment, it is requested that this Schedule be substituted for the original
one submitted in May 1961 as soon as possible.

STA[l
TSD 25X

Attachment:

RCS 7341-63
Distribution:

Orig &1 - Addressee

STAT 1-DD/P
w/o attach,
ILLEGIB
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70001-0

CONCURRENCE

S
" OFFICE,

) 1 TSD|

IVISION  BRANCH

1c.cuatipe

DATE

C/TSD] 25X1 T 7

ITEM
NO.

FILES [DENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CUBIC FT.)

DISPOSITION INSTRUCTIONS

;g25§1

| 25x1
.1 25

FDMIN FILE

Cousists of correspondence and memoranda
to and from area divisions per-
sonnel and travel folders o

sed in the adminiatratioﬁ

{1957-Current)
LESSON PLANS

Consists of current lesson plans used in con-
ducting training courses involved in the famil.
iarization and handling of apecial devices.

Filed alphabetically,

TEST & REPORT FILE

a. Tests

b. Reports

Consists of reports and survey compiled

3

Temporary. Destroy after three years ex-
cept policy papers and other materials
needed for current operation.

Temporary. Destroy upon receipt of re-
vised lesson plan. '

Temporary. Disposal not authorized.

Temporary. Disposal not authorized at this
time., Screen file and =tire non-active
reports to Records Center,

BZA000400270004-0.

DP78.004.

FORM NO.
1 JAN 56

Approved For Release 2005/11/21.. CIA,
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139 EDITIONS.




ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0

C
N ol

a. Course Dossiers

Contains corregpondence, agenda, final Terporary. Disposal not authorized.
evaluations, guest speakers, critiques, and
other related course materials. Filed by
course title.

‘b. Student Evaluations

. Consists of &ily check sheets on Temparary. ilold for siz months and then
individual'sa progress. destroy.

LECTURE MATERIALS
Conagists of shpplemental text as well as Temporary. Destroy when revised, super-
view graph transparencies, motion picture seded or obsolets,

filzns, wmape, charts, and displays,

STUDENT HANDOUTS

Consists of notebooks, brochures, pamph- Temporary. Destroy when revised, super-
lets, instruction manuals and other materials seded or no longer needed.
used by students during course.

- DEMONSTRATION FILE

Consists of demonstrations performed by Temporary. Disposal not authorized.
This file includes names of
individuals attending, location of demonstration,
and information released during the demonstra-~
tion, etc.

Q-

EERSIERSTEN B
&
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\;" {r‘ {TEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
' DAY o Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
4 | 8 | INTELLIGENCE REPORT FILE S

25X1 .5 Temporary. Destroy when no longer of
value.

9. REFERENCE MATERIAL

__ Gonaists of published manuals and other 13.5 Temporary. Destroy when revised, super-
information pertaininy to the train ' seded or no longer needed for reference
25X | purposes. Return library books to OCR
- 25X1[_| Also included are books obtained through Library when no longer needed.
. the Agency library.

93.8

i fer wmaug
“
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SCHEDULE NO.

B7 AURDKO0270001-0

CONCURRENCE

25X1.
3

/2 -
3 SR N)

OFFICE, DIVISION, BRANCH

,~Ma€Mﬂ /

o /}ﬁw/ﬁ/?ué_«

4

TSD) 25X|1 DATE
\M‘, i
'Jg: . (TITLE, DEscmPr%zl\?F igk‘lﬁ"éﬁmf,"l'v%”mausm DATES) (c\églngFEr. ) DISPOSITION INSTRUCTIONS
25X1
1. lADMIN FILE
s Consists of materials used in administering 1.5 | Temporary. Destroy after twn yvears except
25X1 | ‘This file includes for policy or materials needed for current

%
™
25X1

3.

25X1

inter-office correspondence, liaison with area

divisions, cables, dispatches and other corres-

pondence such as budget, training, property, etc.
{1958-Current)

CHRONO FILE

Consiats of copies of outgoing correspondence
originating in| |

{1958-Current)
PROJECT FILES

a. Active Projects - Consists of corres-
pondence, current working files and
progress reports dealing with the re-

I_cnuhm_mm.nmﬂ_nhrcea performed

b, Specification and Drawing File - Consists
of copies of specifications and drawings
of devices,

1.0

24.5

17.5

LY.Y.Y-JPP LY

operation,

Temparary. Destroy after eighteen months,

Disposal not authorized at this time,

Disposal not authorized at this time.

S7A.0008400270004-0

BRRZ2 00
T o-ou

FORM NO.
1 JAN 56
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS

b 4, CCNTRACT rrpeLoved For Release 2005/11/21 : CIA-RDP78-00437A000400270001-0

~ d
» a, Consists of contractual matters dealing 1.5 | Temporary. Destroy two years after
with projects presently ieing conducted completion of contract.
25X1 y comrmercial
and goverament contractors,
b. Consists of final reports initiated by 19.5 | Temporary. Disposal not authoriged.
25X1 | |and prepared by R
25X 1 contractors for continuing uee by[ | '

Filed alphabetically by name of project. -

‘ 5. | PERSONNEL FOLDERS

Congiots of case files containing personnel 1.0 'Temporary. Screen periodically. Destroy
and travel maiters on staff employees and non-current matevials. Trasnsler to
censultants, TED/Fersonnel upon transier or separation.

6. INSTROCTIONA L AIDS

Consiste of insiruction sheets and operating 2.3 Temporary, Ecreen periodically and destroy
manuals on devices, when no longer of use.

7. REFERENCE MATERIAL

Consists of background material such as O5S | 74.3 Temporary. &creen periodically. Destroy
‘ ' development, brochures, catalogs, technical when revised, superseded or no longer
manuals and other materials used for reference needed, Lilmry books should be returned

ur es,
puTPOs Also included are books obtained to OCR Library when no longer needed.
through the Agency library.

143.1

<.
Sy
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L SCHEDULE NO. . 7 yaua '// /
BN S REQQRID\RANFROIRSEHERIRED5/11/21 :QIA-RDP.JS-OOJSMUWOW%/@ 22 ﬁ[, Gt 0 Lo
e A N ~ CONCURRENCE
—\.‘ OFFICE. DIVISION, BRANCH LGMATLIRE
25X1 TsD 2541 oate 17 WAY T9R1
No. (TITLE, DESCRIPTION, ARRANGEMENT. AND INCLUSIVE DATES) (cunié FT.) DISPOSITION INSTRUCTIONS
1. | BRANCH ADMIN FILE
Ccnsists of correspendence and memoranda 2.0 Temporary. Destroy after two years ex-
pertaining to the administration of the[ | cept for files needed for current operation,
1 . 25X1[___ ] Included in this file are such subjects
as security, office procedure, requisitions,
\ | duty rosters, T&As, and chrono files,.
" 2, | CURRENT WORKING FILES
Consists of correspondence, memoranda 17.0 Temporary. Screen periodically. Destroy
X and interrogation studies all used in the current materials no longer needed. Transfer to
- 25X1 operation of | These files include briefings, appropriate file materials that must be re-
) debriefings, consultant reports, etc. tained. Comsultant reports should be held
~S indefinitely,
N\
Q 3. | RESEARCH STUDIES
‘ ! Consists of completed studies prenaredbw | 4.0 | Temporary. Disposal not authorized. When
WX 1 -| no longer needed for current reference
% transfer to Records Center.
“\\ :
\ 4. | PROJECT FILE
Q “ Consists of varied correspondence, memo- 10.0 Temporary. Disposal not authorized at this
\3 randa and financial accountings, etc. concerned time, (A review of this file will be made
with the MKULTRA Project. at time of next audit - July 1961)
Q (1952-Current)
I~ E . o
1 Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
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ITEM NO., FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
. ‘ ’ Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
~w-25x§ 5. |[_]coNTRACTS R S
- Contains correspondence, proposals, 3.0 Temporary. Destroy six months after
contracts, and supporting data concerning completion of contract.
25X1 [ Fontracts.
6. PERSONNEL AND TRAVEL. FOLDERS
Consists of case files for ewployees of 1.5 Temporary. Screen files periodically
25X 1 These filas include pertinent personnel t0 remmove papers no longer necessary.
ravel information, Upon separation or transfer of employee,
: . forward to TSD/Personnel.
7. REFERENCE
Consists of materials and films used for 52.5 Temporary. Destroy when revised, super-
background and reference purposes. Tlese seded or no longer needed except for library
include library books, brochures, technical books obtained from Agency library which
manuals from this Agency and other Gevernment should be returned to OCR Library when no
agencies as well as commercial sources. longer needed.
90.0
[ 4 e
Ralease 2{\!\‘:1441‘:4 mCIA-RDRZ8.00482A.000400270001.0

FORM NO.
1 JAN 56
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18 April 1963

MEMORANDUM FOR: ClA RECORDS ADMINISTRATION OFFICER

THROUGH STAT. TSD

STAT Asst. Chief, TSD]|

STAT Chief,
Attn

SUBJECT : TSD Records Control Schedule 7343-63

RESCINDS : TSD Recards Control Schedule 7343.-61

1. Attached hereto is Records Control Schedule 7343-63 for
STAT T80 |This Schedule was rewritten in
-~ order to establieh definite disposition instructions for project
files as well as to make certain other modifications.

STAT 2. Since TS]:l:lis presently holding material for
retirement, it is requested that this Schedule be substituted for

- the original one submitted in May 1961 as soon as possible,

TSD/| |

Attachment:
RCS 7343-63

Distribytion:
Orig &v1 - Addressee

STAT 1 - DD/
w/o attach,

ILLEGIB

18
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SCHEDULE NO.
. z  REGVRDSD 000 TROLRSLHERURE05/11/21 : CIA-RDP78-004 g7nthbatdozo001.0

e emr e CONCURRENCE -
OFFICE, DIVISION, BRANCH - TR

754 25X

3 WAL 1961

FILES IDENTIFICATION | voLume POSITION |
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) “\ccusze Fr.)| DISPOSITION INSTRUCTIONS

|A DMIN FILE

Consists of materials used in administering

a—l such as briefings, minutes
Tof consuliant board eetings, library requests,
as well as the following:

a. Inter-office correspondence with TSD Temporary. Destroy after two years except
components, other CIA eoffices and ex- fer pelicy materials or these materials
ternal correspondence, _ aseded for curreat operation,

{1955-Current)

Cables Temporary. Destroy after twe years.
{1953-Current}

Dispatches Temporary. Destroy after two years.
{1952-Current) ‘

d. Monthly and Semi-w Reports Temporary., Destroy after ome year.
{1955-Current)

CHRONO FILE

Consists ef copies of outgoing cerrespondence i Temporary. Destroy after two ieus.
originating inl_

PRSI Py

A Eor Ralaase 200681441924 o LA D, ol A
pproved 2006+-4H24——EtA 0004002 =
FORM NO. |3Q USE PREVIOUS b RUU UJUuUT-U

1 JAN 56 EDITIONS.




ITEM.NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
B R . Approved For Release 2005/171/21: CIA-RDP78-00487A000400270001-0
T 3 °|PROJECT FILES N R
a. Active Projects - Conaists of corres- 23.0 | Temporary. Disposal not authorized,
pondence and current working files Transier to Records Center those projects
deaiing with the research and develop- no longer of current interest
451 ment phases performed | o5k 1 K_‘ 55X
25X1 I |
b, Conasiasts of final reports prepared by 7.0 | Temporary. Disposal not authorized. Re-
25X1 contractors for use byli]ln their tain in office area until not of current
operation. interest. Then transfer to Records Center.
4, | REQUISITION FILE
Consists of copies of requisitions for equip- 1.0 | Temporary. Destroy after three years.
ment and supplies,
(1952 - Current)
5. FLREONNEL FOLDERE
Censists of case files containing personnel 1.0 | Temporary. Forward to TSD/Fersonnel
and travel matters on staff employees and upon transfer or separation of employee,
consuitants,
6. | SECURITY CLEARANCE FILE 1.5
25X%1 a. Consists of correspondence and requ Temporary. Destroy &ix months after post-
for security clearance forl -| ing action to security card.
b. Consists of card files listing by company Temporary. Disposal not authorized at this
all personnel cleared for or denied time.
security clearance,
Approved Eor Release 2005/1121 : CIAIRDP78-00487A000400270001-0

FORM NO.
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1TEM«NO.|

FILES IDENTIFICAT{ON

VOLUME DISPOSITION INSTRUCTIONS

g S

8l

25X 1

REFERENCE ﬁ?&‘ﬁﬁi‘fﬁr Release 2005/11/21 : CIA-R

Consists of copies of techanical studies,
reports received from external sources as well
as books obtained through the Agency library.

SPECIAL SYSTEMS

Consists of case files on |
systems developed, tested, evaluated and
available for use by TSD.

\

Sociias ot

Vi

I,
215.5 | Temporary. Screen periodically, Destroy
material revised, superseded or no longer
needed except for library books which should
be returaed to the OCR Library when no
longer needed.

DP78-00487A000400270001-0

4.0 | Temporary. Disposal not authorized.
Retain in office area. -

260.5

Approved For Release 2005/11/21 : CIA-R|
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3
7 February 1963

MEMORANDUM FOR: CIA RECORDS ADMINISTRATION OFFICER

THROUGH : TSD Reegords Management Officer
STAT  Asst. Chief, TSD
STAT _Chief, DD/P| o
STAT | ' |
SUBJECT : TSD Records Control Schedule 7342-63
RESCINDS

: TSD Records Control Schedule 7347-61
——‘N

1. Attached hereto is Records Control Schedule 7342.63 for
STAT TSD|

This Schedule was rewritten primarily
to establish definite disposition instructions for project files in order
to comply with Records Center procedure. The Scheduls number is
being changed from 7347 to 7342 since the branch with the Schedule
7342-61 was abolished with the reorganization of TSD.

STAT 2. Since TS lis presently holding material for retire-

ment, it is requested that this Schedule be substituted for the original
one submitted in December 1961 as soon as possible.

STAT
TSD/

Attachment:
RCS 7342-63

STA

Distribution:
Orig & 1 - Addressee

STAT 1 - DD/F
w/o attach.

. -
g
S . : Bl !
4
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Fndie ' .

. N RECARPBoCONTROL REMHESHEIAD05/11/21 - G}A-RQPTS-OO 87
| -
o OFFICE, DIVISION, BRANCH S 1GNATURE y
25 1TSD| TITLE - DATE e ma
oyl TSI Lot
ITEM FILES IDENTIFICATION VOLUME A —
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) ccugIC FT.) DISPOSITION INSTRUCTIONS
25X11. |ADMIN FILE
Consists of materials used in administering 1.0 Temporary. Destroy after two years except
, @\(1 | such as briefings, for policy materials or those materials
. travel, chrono, requisitions, security clearances needed for current operation,
s etc. '
P
2. | PROJECT FILES
a. Active Projects - Consists of corres- 5.5 Temporary., Disposal not authorized.
i pondence and current working files Transfer to Records Center those projects
N dealing with the research and develop- 25X po longer of current interestl:l
N\ 25X1 ment phases performed | 25){ _
\Lzsm I I
\ b, Consists of final reports prepared by 6.0 | Temporary. Disposal nd authorized, Retain
25X1 contractors for use b n their in office area until not of current interest.
%\ operation. Then transfer to Records Center,
i S}\\S. REFERENCE MATERIAL
Consists of copies of technical studies, 48,0 Temporary. Screen periodically. Destroy
reports received from external sources as well material revised, superseded or no longer
) as books obtained through the Agency library, ) needed except for library books which should
\. be returned to the OCR Library when no
g longer needed.
£ 60.5
,ﬁ N 7(
5ot Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
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18 April 1963

- MEMORANDUM FOR: CIA RECORDS ADMINISTRATION OFFICER

THROU GH : TSD/Records Management Officer

Asst. Chief, TSD|

Chief, DD/P| | STAT

STAT

SUBJECT : TSD Records Control Schedule 7344-63

RESCINDS TSD Records Control Schedule 7344-61 dtd 15 May 61

TSD Records Control Schedule 7345 61 61 dtd 15 May 61

STAT
1.

Attached hereto is Records Control Schedule 7344-63 for TSD/

| This Schedule was completely rewritten in order

to incorporate the files of the forme

' STAL |28 well as to establish defInite disposition Instructions
for liaison files and project files and to make certain other modifications.

STAT 2. Since TS is presently holding material for retirement,

it is requested that this Schedule be substituted for the original one sub-
mitted in May 1961 as soon as possible.

STAT|

| STAT

Attachment:

RCS 7344-63
Distribytion:

Orig &1 - Addreszee

1-DD/P
STAT - wfo attach.

o=

” Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0




-} SCHEDULE NO.

Lat ' & gy )
i . REGQRIOCON FROLRSII0ERUR005/11/21 : C|A-RDP-78:£0 87X88d40b70001-0
) CONCURRENCE
7] oFFICE. DIVISION, BRANCH 2511
25%1 TSD

TL eeapey DATE P B
}:E/I'bDl | LS WY 155

‘JOEM (TITLE, DESCRIPT;O‘lIV_,ESAR;&EIP(‘;HEIJTF,ALIIV%NINCLUSIVE DATES) (C‘lllgl;gMIET.) 25)S;ISPOS ITION INSTRUCTIONS
1. BRANCH ADMIN FILE
Consists of materials used in administering
. 25X1 described as follows:

a, Inter-office correspondence with TSD 3.3 Temporary. Screen anmually. Destroy
components and other CIA offices as well housekeeping-type records after three years.
as T/Os, Inspector General's report, Transfer cther materials such as policy and

25X1 security, andl papers still of interest toDo Records
3 - report. Center.
\\; ; (1958-Current) 25X1
\\ b, 2,0 Temporary. Disposal not authorized.
§ 25X1
Qz' c. Cables 3 Temporary. Destroy after two years except
{1959~ Current) for those that pertain to a specific project.
File these with appropriate project.
. d. Dispatches ‘1.0 | Yemporary. uestroy afier three years ex-
(1953-Current) cept those that pertain to a specific project.

File these with appropriate project.

2. CHRONO FILES

: Consists of copies of outgoing correspond- 1.3 Temporary. Destroy after three years.
P5X1 | ence originating in TSI)JﬂBs .

LD P
P

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
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N "'; ITEM NO.| FILES IDENTIFICATION VOLUME ] DISPOSITION INSTRUCT IONS
W )
. roved For Rel : -R -
‘- | 3: PROJECT FlLE%pp ved For Release 2005/11/52; EIA H DP778-0,9 7A000400270001-0
Consists of correspondence, current work- 35.8 | Temporary., Disposal not authorized.
ing papers, specifications, status reports and Transfer to Records Center one year after
25X1| completed reports o completion of project.
4, CONTRACT FILE
a. Consists of administrative materials 4.0 | Temporary. Screen file annually. Destroy
dealing with projects presently being materials aot currently needed.
25X1 conducted for | |
. » Filed alphabetically by company.
b. Potential Contractors - Consists of case 1.0 | Temporary. Screen annually. Oestroy when
25X 1 no longer of interest toljl 25X1
c. Contract Card File - Consists of 5x8 © .2 | Temporary. Destroy one year after comple-
cards containing pertinent information ticn of contract.
regarding contracts,
5. ngit MATERIALS
Contains Special Intelligence material. 1.0
. 6. "W MATERIALS
Contains Restricted Data files. 2.0
7. | TOP SECRET CONTROL FILE
Consists of 3x5 cards used to control TS .1 | Temporary. Disposal not authorized.
25X1| materials i
| B R I
Approved For Release ZQQﬂj][Z‘f - CIA-RDP78-00487A000400270001.0

FORM NO. ‘393 USE PREVIOUS
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. 1TEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
}‘7 . ) Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
‘4. | REQUISITION FILE SECs
. o bn i\k.T
a. Consists of coples of reguisitions for .3 | Temporary. Destroy after one year.
equiproen: apd supplies.
b, Card Fiie - Consists of 5x3 cards listing .2 | Temporary. Denolg_—v_wi,x months after
25X1 all equipment charged :l 25X fequitir.ent leave; [ustody and is re-
turned to stock,
9, | INSTRUCTIONAL MANUALS
.' Consiste of operating and insiructional 13.0 T ;Qrary. Disposal not authorized.
25X1 manuals use% | ser. file periodically. Desirey all extra
"~ ce p ies when equipment is nc longer stocked
by Agency. Retain one copy irdefinitely.
10, | MAIL LOG BOOKS
Consisis of log sheets uzed to control the .5 Temporary. Disposal not authorized,
25X1| receipt and dispaichk of mail
{(1955-Current
11. | PERSONNEL FILES
Consists of case files containing personnel 1.0 Temporary. Transfer to TSD/Personnel
. and travel matters on stafi employses and upon tranefer or separation.
consultants.
12, | REFERENCE MATEKIAL
CGoneiste of scientific publications from USRD) 44.0 Temporary. Destroy when revised, super-
“Signal Corps, as well as brochures, catalogs, . seded cr na lenger needed,
Army technical manuale, etc.
SECpll.0
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0 J
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SCHEDULE NO.

L Ee "~ REAQPPSvVEANTRORCSEAEDHODS5/11/21 : CIA-RDP78-00487A866460270001.0
7o N CONCURRENCE
Tt OFFICE. DIVISION, BRANCH ZSX | B
23X1 TSL 25X 1”%:5/’{54—' DATE 1 R
'J(;Z M ) (TITLE, m-:scxzn;c;lﬁfsSAR;[;S%R;J;.AE}V?)NINCLUSNE DATES) (c\zlfgkgMpgr. ) DISPOSITION INSTRUCTIONS
25X #- - |AUMIN FILE
Consists of materiala used in adiciaistering 1.0 Temporary. Destroy after two years except
25X1| | This includes inter-office for policy materials and files needed for
. correspondence, correspondence with other CIA curreni operation,

oifices, and external correspondence.

2, CHRONO FILE

K.) - Consists of coples of sut correspondence Temporary. Keep one complete year then
N 25X1| originating i destrey.

N
“§ 3. | PROJECT FILES - 13.2
Q . a. Active Projects - Curreant working files Temporary. isposal not autborized.
consisting of correspondence, cabiea and Transfer to Records Center one year after
dispatches regarding research angd de- project reaches inactive status,

velopment projects performed by or for

® 25X1 |

b. Project Reports - Consists of published Disposal not authorized. Screen annually,
reports recesived from contractors re- Transfer inactive reports to Records

25X1 gardinq | Center.
4, | CONTRACT FILES

Consists of administrative materials dealing .8 Temporary, Destroy two years after

with projects presently being conducted for termination of contractural relationship
2BX1 [Filed alpha- with contracter.
tically by comiracior, N
Approved-For-Release-2005/44/21-+ CHA-RDR78-00487A000400270004-0

FORM NO. . |39 USE PREVIOUS
1 JAN 56 EDITIONS.
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ITEM NO. FILES IDENTIFICAT{ON VOLUME | DISPOSITION INSTRUCTIONS

. rr § Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
,-'fi - pﬁ. PERSONNEL FOLDERS i
a., Consists of case files containing personn e Temporary, Forward to TSD/Personnel
matters on staff employees and consultantls, upon transfer or separation of employee,
b. Travel folders centaining requests for Temporary., Scresen annuaily, Destroy
travel, vouchers, etc, materials twe years old. Upon transfer

or separation, forward to TSD/Personnel,
6. | REQUISITION FILE |

' Comaists of copies of requisitions for equip- Temporary. Destroy after two years,
ment and supplies. '

7. REFERENCE MATERIAL

Consists of copies of technical studies and %8 Temporary, Destroy when revised, super-
reports received from external sources. Also seded or no longer needed. Return library
:;xt::luded are books obtained through the Agency books to OCR Library when no longer needed.

rary.

24.8
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5 April 1963

MEMORANDUM FOR: CIA RECORDS ADMINISTRA TION OFFICER

THROUGH : TSD/Records Management Officer

STAT Asst. Chief, TSD|

Chief, DD/F
Atbn: | | STAT
STAT
SUBJECT : TSD Records Control Schedule 7367-63

 RESCINDS : TSD Records Control Schedule 7351-61
» | dtd 22 May 61 —

1. Attached her ol Schedule 7367-63 for
STAT Tsb This schedule was re-
STAT _Wwritten in order to reflec]| rgantzational transfer td
STATL |as well as to make other modifications, including
: definite disposition instructions for certain jtems.

STAT 2 Since TSD[ ke presently holding material for retire-
ment, it is requested that this schedule be substituted for the original
one submitted in May 1961 as soon as possible. '

Attachment:
RCS 7367-63

Distribution:
Orig & 1 - Addressee

()< pD/P]|
STAT w/o attach.

Approved For Release 2005/11/21 : CIA-RDP78-_00:487‘A000400270001-0
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SCHEDULE NO.

37A88d26b70001-0

Sl P CONCURRENCE
- OFFICE, DIVISION, BRANCH 25)11 |
25X1TS TITLE DATE . p
b' C/TSD| | 25X1 L GIAY 1987
‘NToE.M (TITLE, DESCRIPT?(;;I_.ESAR:&IEV":;;AII;JJ;':.AEIIV(I))NINCLUSIVE DATES) (c\zlzglz-gmigr. ) DISPOSITION INSTRUCTIONS
1. CURRENT WORKING FILES
Consists of materials used in the current 1.0 Temporary. Screen periodically. Destroy
study of behavioral activities. materials no longer needed for current
. operation, Transfer other materials to
appropriate file,
2, CHRONO FILE
S HR 1 |
S Consists of copies of cuigoing corres- .5 Temporary. Destroy after two years except
pondence originating in this branch, for certain papers which are considered
{1955.Cureent) necessary for current work,
NI 3. | AGENT FILES
i 25X1 3.0 Temporary. Disposal not authorized.
‘ 4. REFERENCE
Consists of magazines and other background 8.0 Temporary. Destroy when revised, super-
and reference materials regarding behavioral seded or no longer needed except for library
science. books which should be returned to GCR
Library.
12.5

Approved For Release 2005/11/21 : &E@S-OO
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6 February 1963

MEMORANDUM FOR: CIA RECORDS ADMINISTRATION OFFICER

THROUGH : TSD/Records Management Officer

Asst. Chief, 'I‘SD'

Chief, STAT
Attn

TSD Records Control Schedule 7361-63

: TSD Records Gontrol Schedule 7352-61
dtd 12 May 61 T me——

1, Attach ereto { C 361-63 for
STAT 754 is a new
major component resulting {rom the consolidation of former
STAT | | In order to make
modiiications and note certain changes in function it was neces-
STAT sary that the entire TSDEschedule be rewritten.

STAT & dince TSD:lis presently holding material for
retirement, it is requested that this Schedule be substituted for
the original one dated 12 May 1961 as soon as possible,

Attachment:
RCS 7361-63

istribution:
Orig & 1 - Addressee

STAT! - DD/ P|
w/o attach,

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
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;CHEDULE NO. é ijf ;;(;/ 754/;55

*
o | CONCURRENCE
- _ 42| OFFICE, DIVISION. BRANCH ) 25{1 |
25X1 ToT | TITL DATE @ = ., ... .
A&/ 15| | 25X1 S
It:lr()EM (TITLE, DESCRIPTE(IIIBLI'FSARIRZEV":;EAI&IV‘T;,AE;I%NINCLUSIVE DATES) (C\l{lg(l-gMI'l::T-) DISPOSITION iNSTRUCTIONS
1. | BRANCH ADMIN SUBJECT FILE 3
N Cnnsists of correspondence and memoranda 11.5 | Temporary. Destroy after two yoars except
\ W used in carrying cut the functions of the 25X1 | for policy or materials needed for current
&_\; 25X |l | Thewe files include monthly operation.

7

regorts, T&A, overtime authorization, property
recor:ls, etc.
(1952-Current)

AUDIO OPERATIONS FILE

Consists of cables, dispatches and miscel-
lanecus correspondence involving audic opera-
tions. These are filed by area, country and in
some instances by project.

{1950-Current)

AUDIO EQUIPMENT TEST REPORTS
Consists of tests and evaluation reports of

audio equipment. Filed alphabetically by type
of equipment.

PO‘:ENTIAL R&D PROJECTS AND FIELD REPO;TS

Coansists of correspondence, field reports,
memoranda, cables and dispatches concerning
experimental phase of development for audio
operations.

FORM NO.
1 JAN 56

USE PREVIOUS
|39 EDITIONS.

24.5

5.0

2.0

Temporary. Disposal not authorized at this
time. Screen files and segregate into active
and inactive files, Transfer inactive files

to Records Center except those of continuing

interesttd | 25

Temporary. Destroy when equipment is no
ionger stocked by TSD.

Temporary. Destroy upon cancellation or
completion of developmental phase.

P78-00487A000400270001-0
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
N Approved Fol Release 2005/11/21 : CIA-RDP78-00487A000400270007-0
. B, IR
Consists of case files pertaining to equipment Temporary., Screen periodically, Maintain
for Emergency Ready List for all stations of the all files currently needed.
Wor!do
a. Active Projects 1.0
b. Completed Projects 2.0
Co Cua'réapondence and Logistical Supply 1.0
Records
~de Cards (5x8) o1
6. WORK ORDER FILE
Consists of copies of work orders initiated 1.5 Temporary. Transfer into project file all
by field requests. Work order prepared b achematics and photos upon completion,
%g‘&l TSD:lana work performed by TSE{_—Y_l Destroy completed work order request.
7. TRAINING MATERIAL
Consists of tapes, lesson plans, and other 3.5 Temporary. Destroy when no longer of use
courge materials used in the training of audis in training.
personnel,
8. OPERATING MANUALS AND PUBLICATIONS
Consista of copies of instructional material | 49,0 Temporary. Destroy when audio equipment
pertaining to the operation, testing and main- is no longer stocked by Agency.
tenance of audio equipment used by the Agency.
This file also includes inserts to these manuals.
Y
.
RDP78-00487A000400270001-0

(a1)




{TEM NO. FILES IDENTIF{CATION VOLUME l DISPOSITION INSTRUCT IONS
- d For Rel 2005/11/21 : CIA-RDP78-00487A000400270001-0

.7 L 9. | supPLY caTABBGE ForRelease

.. , SECRET

Consists of catalogs both general and 4.0 Temporary. Screen periodically. Destroy

specific to audio equipment. only when it has been determined that it
will no lenger be needed operaticnally,

10. STOCK RECORD FILES

a. Specification file on stock equipment, 1 2.0 Temporary. Destroy when item is discon-
tinued from |stock record. 25X{1
' b. Stock recerd and noiuenclature cards. o2 Temporazry. Destroy when item is no longer
° 25X1
c. Receiving reports and cargo files,
Curent copies of form 88 and re- 1.0 Temporary. Destroy after two years,
ceiving reports indicating receipt of all
material incoming and suigoing from
Warehouse.
{1959~ Current)
11, PERSONNEL FILES
Consista of various types of personnel files:
. 25X1 a. Non-TSD[ __|persounel who have re- .5 Temporary. Screen periodically. Destroy
ceived briefings on audio equipment. when Tsnbmere st ceases. 25X1
These files are arranged by area and
chronologically therein,
b. Consists of individual folder on each 2.3 Temporary. Transfer to TSD/Personnel
25X1 active Employee. upon {ransfer or separation.

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
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ITEM NO.| FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS

- Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
.} 12.| REFERENCE MATERIAL SN

Consists of brochures on non-stock audio 64.5 Temporary. Screen periodically. Destroy
equipment, Agency regulations, electronic materials no longer needed, Return library
magazines and various other types of files books to OCR Library when no longer needed|
used for background and reference purposes,
Also included are books obtained through the
Agency library.

175.6

o
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21 March 1963

MEMORANDUM FOR: CIA RECORDS ADMINISTRATION OFFICER

THROUGH : TSD/Records Management Officer

STAT Asst. Chief

STAT Chief, DD/E
STAT  Attm:

SUBJECT o TSD Records Control Schedule 7366.63

RESCINDS . TSD Records Gontrol Schedule 7353-61

1. Attached hereto is Records Control Schedule 7366-63 for
STAT TsD This Schedule was

_ rewrilten in order to reflect 15D rganizational transfer
STAT to THED and to make certain orﬂWIMfications.

2. It is requested that this Schedule be substituted for Records
Control Schedule 7353-61 as soon as possible.

Attachment;

RCS 7366-63
Distribution;

Orig & 1 - Addressee

STAT! - ZY/F
wJ/o attach,

| “xotartion re: Item 3a, Schedule 7366-63 dated 21 March 1963, a check
STAT wit RMO for TS8D, for further ducription of the
CI File disclosaed the following:
"These are unnumbered forms 8" X 104" used to racorﬁ pertinent
information extracted from dispatches coming in from the field. This
information concerns personnsl and equipment that have Been exposed to ;

foreign countries, The file is arranged by area, country anmd sub,jectq. /
These are also cross referenced to the Btation £ile.”

A Apprig RW e/fd(;’ 1 128 RS 578-00487A000400270001 o
( Gan y j Z-—%s /AE . ,
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A

OFFICE. DIVISION, BRANCH ;

X1 'rsx:| ;

N4 TEM FILES IDENTIFICATION VOLUME
NO (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

1. BRANCH SUBJECT FILE

Consists of correspondence and memoranda Temporary. Destroy after two years except
ed in carrying out the functions of the| for materials needed for current operation.
25X1 Included in this
{ile is correspondence o and irom various TSD
offices and Agency compments, PTls, rejection
reports, training, and files of the TSD Suggesti
Awards Frogram.

“DESTRN N

2042

RESEARCH AND DEVELOPMENT FILE

Consists of completed studies involving Temporary, Disposal not authorized.
Research and Development in the field of
photography.

R
Q

MONTHLY REPORTS

Consiste of reports received from TSD/Photo Temporary. Destroy when two years old.
{ield personnel concerning photo activity as re-
lated to their particular operatiom,

.

FEC oD

CABLES

Consists of copies of cables incoming and Temporary., Destroy when two years ald,
outgoing pertaining to the operations and/or
personnel of|

78-0048/7/A000400270001-0
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS

o Approved For Release 2005/11/21 3! }A;lgppm-oo 187A000400270001-0
5." | DISPATCHES ,oonlnsl |
Consists of copies of dispatches, incoming 1,0 | Temporary. Destroy when two years old
and outgoin, ertaining to the operations and/or with exception of dispatches involving legal
25X1 personnel o? | propriety.

6. | CHRONO FILE

Contains cop | .5 | Temporary. Destroy when two years old,
25X1| originating in the —|

. 7. | INVENTORY RECORDS

a. Consists of inventory records of Photo- 1.0 | Temporary. Retain these records as long as
graphic equipment throughout the world, equipment is in possession of the Agency.
Arranged by area.

b. Control Card File - Consists of photo .1 | Temporary. Retain these records as long as
inventory control carde arranged by item equipment is in possession of the Agency.
and reflecting location, both headquarters
and field.

25X1 c. Photographic Equpment - .5 | Temporary., Retain these records as long
. records of equipment charged as equipment is in possession of Agency.
25X1
. d. Property Control File - Consists of re- 2,0 | Temporary. Destroy after two years.
ceiving and shipping information involving
photographic equipment.

8. TEST AND EVALUATION FILE

Consists of files containing test and evalua- 8.0 | Temporary. Disposal not authorized.
tion of various prototypes of photographic equip-
ment including instructions of cameras, techniqu
etc, [

S
IS
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
9. REQUISITION MVed For Release 2005/11/21 : CIA-R DPT78-004 87A000400270001-0
. S = i‘ S
Consists of copies of all requisitions for 1.0 Temporary. Destroy two years after ful-
photographic materials and equipment. fillment of requisition.
10. | PHOTOGRAPHIC PROJECTS
Consists of case files which document 1.0 | Temporary, Screen file upon cancellation
current work related to the activities of this or completion of project. Retain only
branch, both overseas and domestic, performance if significant, Transfer this
to T&E file. Destroy remaining portion
of project two years after cancellation or
completion. '
11. | JOB ORDERS
Consists of initial job order and other 1.0 Temporary. Destroy after two years.
pertinent papers used in preparation of
25X1 | monthly report to Chief, ;LEach job
order and related papers filed in individual
envelopes,
(1959-Current)
12, | REFERENCE MATERIAL

a. Consists of operating instructions, 3,0 | Temporary. Retain as long as the equipment
manuals and schematics for photographic is being used either at Headquarters or in the
equipment peculiar to specific clandestine Field.
operations.

b. Consists of brochures used in procure- 18.0 | Temporary. Destroy when revised, super-
ment of photo equipment, catalogs, maga- seded or no longer needed. Library books
zines, library books, regulations, and should be returned to OCR Library when no
information reports pertaining to photo- longer needed.
graphic operations.

Approved For Release 2005/11/21 ; CIA-RDP78-00487A000400270001-0
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DISPOSITION INSTRUCT |ONS

ITEM NO. FILES IDENTIFICATION VOLUME ‘
. Approved For Release 2005/11/21 : CIA-RDP78-004187A000400270001-0
i3 PERSONNEL FILES . Vo
Consists of individual folders on personnel 1.5 Temporary. Destroy upon separation or
D5X1 | assigned to| transfer.
25X1| Contains information pertinent to| fndividualp
required prior to commitments TDY or PCS to
the Field in support of Clandestine Services
operations. :
46.6
Appraved Eor Ralease 2005/44/21. CIA, ' 278.004370004002720004-6.
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20 March 1963

MEMORA NDUM FOR: CIA RECORDS ADMINISTRATION OF FICER

THROUGH : TSD/Records Management Officer

Asst. Chief;

Chief, DD/ | STAT
Attn:
tn _ STAT
SUBJECT : TSD Records Control Schedule 7365-63

RESCINDS : TSD Records Control Schedule 735461

1. Attached hereto is Records Control Schedule 7365-63 for

STAT T5b, It was necessary that the entire

STAT ¥5

jchedule be rewritlen in order to reflect the name change

STAT froml |uader new component,

STATI

|as well as to make certain other modifications

oy STATI - DD/P

\

and establish defimte disposition instructions for liaison operational
files.

2. It is requested that this Schedule be substituted for Records
Control Schedule 7354-61 as soon as possible.

Attachment:

RCE 7365-63
Distribution:

Orvig & 1 - Addressee

w/o attach,

Approvéd For Reléase 2005/11/21 CIA-RDP78-0048?A00040()27QOO1-0
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SCHEDULE NO.

. o CONCURRENCE
OFFICE, DIVISION, BRANCH e S1GNATURE
2541 -
TSD ThHTr DATE
2501 24X1c/T8: 16y 1961 |
|NT0E.M (TITLE, DEscmPTiclvlﬁ,ESAR'R%?;;;;A;;,ATA}\'?)NINCLUSIVE DATES) (c}',gthFEr. ) DISPOSITION INSTRUCTIONS
1. | BRANCH ADMIN FILE :
Consists of correspondence and memoranda 2.5 Temporary. Destroy after two years except
pertinent to operations of the branch., This file for policy and materials needed for current
. includes such subjects as requisitions, equip- eperation.
ment and supplies, vital materials, Agency
regulations, etc.
2. DISPATCHES AND CABLES 6.0
\ a. Consists of copies of dispatches and Tercporary. Destroy afier two years except
R cables between Headquatters and Field for those dispatches and cables used for
qua;
stations throughout the world in regard operational reference.
L fo operations unique to this branch., Not -
% included in this group are TSD's two
largest field stations.
- b, Consists of copies of dispatches and Temporary, Hold in office area for five
‘ B cables between Headquarters and TSD's years, Screen for possible destruction,
two largest field staticns. Transier remaining portion to Kecords
: (1954.Current) Center,
3. CHRONOS
Consists of copies of corresponaence and .5 Temporary. Destroy after two years.
25X1 memoranda prepared by

(1959-Current)

c
P

o

Approved For Release 2005/1 121" CIA-RDP78-004187A000400270001-0
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v ITEM NO. FILES IDENTIFICATION VOLUME DISPOS ITION INSTRUCTIONS
K ﬁ . Approved For Release 2005/17172T : CIA-RDP78-00487A000400270001-0 -

4 TRET

1.0 | Temporary. Disposal not authorized.
Screen file periodically. Transfer inactive
25X1 portion to Becords Center for retention.

5,

2.5 | Temporary. Disposal not authorized.

. 6.
a, Working Files
Consists of files with regard to the various
1 aspects of |:s|such as -

Instructions 2.0 | Temporary. Destroy when revised.
Policy and Guide Materials .5 | Temporary., Disposal nct authorized,
Record of Issuances 1.0 | Temporary. Disposal not authorized.

. Systems and Performance Evaluation 3.0 | Temporary. Disposal not authorized.
General Techniques | .5 | Temporary., Disposal not authorized,
Lab Notes and Aids _ 3.5 | Temporary., bDisposal not authorized,
Test Forms 1,0 | Temporary. Disposal not authorized.
R&D Chemical Research Experiments 1.0 | Temporary. Disposal not authorized.

Approved Fﬂwmmm-mn A000400270004-0
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*x . ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
i N Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
: Systems Research Folders a2, Temporary. Disposal not authorized.

CE Foreign Capabilities

1. Active and Completed (by country) 4.5 | Temporarvy. FHold in office area five years,
Then iraasfer to Records Center to'be held
five additional years, Destroy after .ten

years.
2. Card File (8x1¢ 1/2) .1 | Temporary. Oisposal not authorized,
. b. Operational Files
1 3.0 | Temporary. Lestroy when operation is
terminated,
2, Consists of agent personnel, training and

other biographic data {iled individually

by name or country for the following:

a, CIA Active, Inactive and Service 5.0 | Temporary. Retire to Records Center upon
Agents completion of project. Hold for two addi-

tional years; then destroy.

. b. Card File (5x8) 1,0 | Temporary. Disposal not autherized,
7. | PERSONNEL FILES
Consists of case files on all employees of 2.5 | Temporary. Forward to TSD/Fersonnel

25X1 These files duplicate the personnel upon transfer or separation.
folders maintained by TSD/Personnel,

o

<
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R ~ Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
8. REFPERENCE MATERIAL y I
L S I
Cornists of materiale uced for backgfoma 62.9 Teaporary. Destzoy when revised, super-
25X1| and reference purpeses in[ | These include ceded or no longer needed sucapt Lbrary
R&D correspondence, brochures, blueprints, hoak: which chould be returaed o UGR
Library when no longer needed.
108, %
PR
%,
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25 January 1963

MEMORANDUM FOR: CIA RECORDS ADMINISTRATION

OFFICER
THROUGH | : TSD/Records Management Officer
STAT  Chief, DD/P
STAT Attn:
SUBJECT : TSD Records Control Schedule 7332-63
~ RESCINDS : TSD Records Control Schedule 7361-61

dtd 3 May 1961

Attached herewith is Records Control Schedule 7332-63 for
TSD| |This Schedule was re-
written to make certaln modilical;ons and to reflect Collection
and Dissemination's organizational transfer to TSDl:l With
the recent reorganization of TSD, the functions of the office
with Schedule number 7332-6! have been consolidated with
Schedule number 7363-61. It 's planned that this Schedule will
be rewritten in the near future to reflect the current functions

" of that branch.

STAT

STAT

TSD

Attachment:
RCS 7332-63

- Distribution:

Orig & ! - Addressee

1 - DD/P)|
STAT w /o attach.

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
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SCHEDULE NO.
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e W i CONCURRENCE
- OFFICE, DIVISION, BRANCH : SIGNATURE
25 |
TSD TITLE DATE EE
S Jsxg/rso[ | 3 MY 1961
‘JOEM (TITLE, DBSCRIFT;I))‘V-ESAR;?[;IEQID(‘?E;\:T?AE;I%NINCLUSIVE DATES) . (C\lllgl;gMIET.) DISPOSITION INSTRU(}T‘ONS
1 1. lunzcr FiLe
Consists cf incoming and outpgoing corres- 5.5 Temporarjr. Destroy after five years,
pondence with TED branches, other Agency Transfer to Records Center after two years,
;’ compopents { | ete. r
{ Government agencies In regard te
1 - [ Fctivities. Inc this
e are debriefings, collection guides and
) manuals.
k\. 2. | ACTIVE CASE FILES
D Consists of active filen containing special 2.0 Temporary. Screen file annually, Destrey
§ requests for specific items in suthentication when no longer needed for current operatiom,
% matters, such as visas, passports, stationery,
etc,
\é | (1959-Current)
\3 CHRONO F
9@3\\ ONO FILE
. Consists of cepies of cutgeing cerrespendence .5 Temporary. Destrey after twe yéars.
§> 25X1 prepared in
< {1958-Current)
I\\_§ 4., | REFERENCE FILE
=4
- Consists of reference material received z.5 Temporary. Desiroy when revised, swper-
from ether Agency commponents as well as sther seded or no longer needed.
Goverament departments. Included are guides. |
X1 and aids to @s Standard Instructiois; |~
Air Ferce aids, etc,
Annmved.EonReleas.&ZMﬁﬂJiZL;C]A;RDEZ&iﬂMB7Aﬂnﬂdnﬂ97mn1-ﬂ
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/E&«;“%l: U
25 September 1962

MEMORANDUM FOR: CIA RECORDS ADMINISTRATION OFFICER

THROUGH : TSD/Records Management Officer

25X1 Attn:

SUBJECT : Amendment to TSD Records Control Schedule
7362-61

1. Attached herewith is an amendment to Records Control Schedule
7362-61., The only change has been made in Item 4, Subheading b.

2, Because of the new procedure initiated by the Records Center as
of 1 July, it will be necessary to rewrite most of the TSD Records Con-
trol Schedule. However, due to the reorganization of TSD presently
under way, it is desired that such action not be taken at this time.

3, Therefore, in order to forward to the Records Center several
feet of material presently being held in TSDDor retirement, this 25X1
amendment has been written covering that portion of the |:|Sche.du1e 25X
most affected by the change in Records Center procedure. Eventually,

25X1the entire TSDD schedule will be rewritten,

4, This amendment was the subject of a meeting recently of

25X1

5. It is requested that this amendment be substituted for Item 4
presently part of TSD Records Control Schedule 7362-61 dated 4 May 1961.

2541

TSD 25X

Attachment:
Amendment to TSD
"RCS 7362-61

e . |
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19 April 1963

MEMOMNDUM FOR: CiA RECORDS ADMINISTRATION OFFICER

THROUGH : TSD/Records Management Officer

STAT Asst. Chief, T5D

STAT Chiéf, Do/ Pl

Attn:

STAT "

SUBJECT : TSD Records Control Schedule 7362-63

RESCINDS ' : TSD Records Gontrol Schedule 7362-61
Amendment to 7362-61 dtd 25 Sept 62

1. Attached hereto is Records Control Schedule 7362-63 for
- STAT . Ts8D This schedule was completel
rews er 1o reilect the name change from STAT
STA under new component, | as well  gTAT
as to make certain other modifications and establish definite :
disposition instructions for certain categories in compliance with
Records Center retirement procedure.

Z. It is requested that this Schedule be substituted for Records
Control Schedule 7362-61 as soon as possible.

Atéachment: :
RCS 7362-63

Distribution;
Orig &1 - Addressee

STAT  1-DD/P|
S w/o attach.
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270001-0

CONCURRENCE

OFF ICE,

X1TSD

DIVISION, BRANCH

25)

25

1 |

1€1TSD |

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CUBIC FT.)

DISPOSITION INSTRUCTIONS

BRANCH ADMIN FILE

Consists of correspondence, cables and
dispatches, progress reports {rmonthly, annual
and special), collection requirements, proce-
dures, policy, Agency regulations, security,
personnel {staff and oher), and training. These
files also include chrono filez and persmal and
official papers being held for persons presently
on 2GS,

{1952-Current)

INTELLIGENCE BRANCH STUDIES

Consists of studies prepared b; egarding

knatters. This also es extra

copies of studies and | |

Apnproved.FEor Release-2005/44424
PP -+

Temporary. Screen anmmally. Destroy
after two years except for pelicy materials,
progress reports and materials needed for
current sperations and placuing purposes
which cannot be destroyed.

Temporary. Disposal not authorized at this
time. Transler o Records Center when ten
years old.

Terporary. Lisposal not anthciized except
for and extra copies 2}

-shich have been supersedsc.

RZ2._.004
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-~ ITEM NO. FILES IDENTIFICATION VOLUME | DISPOSITION INSTRUCT |ONS

3 } Approved For Release 2005/11/21 : CI@EFLDE¥8-OO4187A000400270001-0
-5, CURREMNT FORKING FILE P
Conolots of enrrespsndence and information 9.0 | Temporary. Wien processed, put in
reports and other pertinent intelligence informa- | appropriate file,

tion necessary to current sperations,
6. | PROJECT I'ILES
Consists of case files pertaining to srfeciﬂc | 61.8 | Temporary. Disposal not authorized,

1 documenistiva support cases Including Tramafer to Resords Canter when no longer
of current intarest.

1 | |
‘ ‘ {1949-Current)

7. | TRADMING FILES

Consists of materials and aids uszed in the 30.5 | Temporary, Destroy \?hen revised, super-
conducting of briefings, training and authentica- seded or o longer needed,

25X1 tion seminars given by| [personnel. Thess
files include outlines, guides, studies, tapes,
1 slidas, | |etc.

8. WORK ORDEZR FILE

Conaists of coples of work crders levied 6.5 | Temporary. Deatroy all completed orders
1 o5x|j upon TSD[  Yor purposes of | | after twn years,
‘ : {1952-Currant)

g. EEFEREMNCE FILE

Consists of materials used for background | 169.5 | Temporavy. Screen file perlodically.

and reference pnrposes. Also are included Destroy when no longer connidered necessary
are books obtained from the Agency library. for current operation. Return libmry books

to OCR Library when no longer needed.

P

N\ 1500. 6
Approved For Release 2005/11[31 : CIA-RDP78-00487A000400270001-0
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25 February 1963

MEMORANDUM FOR: CIA RECORDS ADMINISTRATION OFFICER

THROUGH : TSD/Records Management Officer

25X1 Agst. Chief, TSD
25X1

Chief, DD/F| |
25X Attn: | |
SUBJECT : TSD Records Control Schedule 7363-63
RESCINDS : TSD Records Control Schedule_7363-61 dtd 3 May 61

TSD Records Control Schedule 7332-61 dtd 12 May 61

1. Attached hereto is Records Control Schedule 7363-63 for TSDl:l 25

25X1 This schedule was completely rewritten in order
] T
25
55X1 b. Incorporate the functions of Schedule 7332-61, Special Devices,
now part off That portion of Special Devices, formerly located
25X1 has been eliminated.

c. Delete the Postal Files now transferred to another branch.

d. Make certain other modifications in Schedule 7363-61 and estab-
lish definite disposition instructions for reports on demonstrations of
special devices,

2. It is requested that this Schedule be substituted for Records Control
Schedule 73636143 soon as possible.

25X1
QL 2

25X1 TSD

Attachment: ﬂ
RCS 7363-63 C)Z& M
Distribution: %W W ‘//

Orig & 1 - Addressee 25X1
Apbro@ﬂ);f Release 2005/11/21 | CIA-RDP78- 00487}-\0004002700
w/o (od ¢ 8




ITEM NO, FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
R ———————ApprovedForRet 2665+44/24—-CtA-RDP78-00487A000400270001-0
T o
27.5 | Temporary. Screenm collection periodically.
25 [ ] Destroy exemplars no longer of current
value,

5.5 | Temporary. Screen periodically. Destroy
materials not currently needed.

Temporary. Disposal not authorized at this
time.

Temporary. Screen periodically. Destroy
after two years except for materials still
needed for current operation.

.

Appravad Ear Ralease 2005/11/21 - CIALRDPZ.00487A000400270001.0.
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ITEM NO. FILES I{DENTIFICATION VOLUME DISPOSITION INSTRUCT IONS

o ) Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
5. INTELLIGENCE FILES :

-

Consists of item information forms Temporary. Ocreea periovdically. Destroy
describing items available in[  nd used materials no longer needed for current
in| | Also included operation.
in this {ile are intelligence reports, photo-
graphs and publications, Filed geographi-
cally - country within azea.

Temporary. Destroy when revised, super-
seded or no longer needed.

‘CONTRACT FILE

orward company files to TSD/Security
or sureening against their file and personnel
folders to TSD/Personnel for screening.

Consists of case flies for cutside con- Temﬁotarv. ‘When no longes of interest to

tractors - individuals and companies.,

PROPERTY FILE
a. Requisitions

Consists of copies of reguisitions for Temporary. Desiroy six wonths aiter
disguise materials as well as other items delivery has been received.
5X1  used i pperations.
¥52-Current)

Apnproved -Eor Rolease-2006 424 mGChi DZ8-06-
™t M=o U000
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o Jimem nol FILES IDENTIFICATION T Vorume | DISPOSITION INSTRUCTIONS

oo e o . K . _ N -
,i,,, A o B ijrgwﬁgyagv:g.nggslease 2005/1{1/%1 CIA. FFDPTS 00487A000400270001 0
‘ Consists of coples of lssae slips refleat 1.3| Tempora b ; g
] - . ry. Destrsy when propesrty has
25X/ ing the issuance &l:knatezwn. been returnzd ur aperaticnally expended,
¢. Inventory Record Card
051 Zousists of 5x3 cards used in stocking of -8 | Temperary. Destroy when material is ne
[paterials. ; longer stecked,
8. EEFZRENCE MATERIALS
' 25X "Goasiuu of Army technical mamulo.| 16.0 Temporary. Bestroy when revised, super-
S5y :gc:::;ocamloiaiau well as commercial hou seded or no longer needed. Return library
88 used in procuring items :l books to OCR Library when no longer needed.

Also included are films, maps and publications
used for reference and background purposes.

106.6

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
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2 April 1963

MEMORANDUM FOR: CIA RECORDS ADMINISTRATION OFFICER

THROUGH = : TSD Records Management Officer

25X1 Asst. Chief,

25X1 Chief, DD/H
25X1 |

SUBJECT . TSD Records Control Schedule 7364-63

RESCINDS : TSD Records Control Schedule 7364-61
dtd 9 May 61 -

Attached hereto is Records Control Schedule 7364-63 for
25X1 TSq | This Schedule was

25X1 rewritten to reflect] lorganizational transfer to

25X’i;las well as to make certain other modifications, including
efinite disposition instructions for project files.

Attachment:
RCS5 7364-63

Distribution:
Orig & 1 - Addressee
o5y 1 - DD/P]
' w/o attach.

o .t
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. CONCURRENCE
OFFICE, DIVISION, BRANCH SIGNATURE
) 25X |
25X1 TSD/ TITLE DATE o e
C/Tsof ] 25X1 R
oo (TITLE, DBSCRIPTEAI';FSAR;%%E};;T(‘:,AE;V%NINCLUSIVE DATES) (c‘z’;g‘igM;r.) DISPOSITION INSTRUCTIONS
1. | BRANCH ADMIN FILE
Consists of correspondence and memoranda 10.5 | Temporary. Screen periodically, Destroy
both internal and external used in the administra- after two years except for policy materials
~ 25X1 tion of TSD@ These files include such and those materials needed Zor current
items as job descriptions, health benefits, leave, operation.
N overtime, emergency plans, work reports, etc.
R :\A CABLES AND DISPATCHES
\ Consists of copies of cables and dispatches 2.5 Temporary. Screen periodically. Destroy
to and from field stations. when no longer of current need.

/j/ 2.

(1954 - Current)

o

3. | MONTHLY REPORTS

- Consists of copies of monthly activity reports 3.5 Temporary. Destroy after {ive years,
received from field stations,

. {1956 - Current)
4, | CHRONO FILE

. Consists of copies of all outgoing corres- 2.0 Temporary. Destroy after two years.
25X4| pondence originating in 'rsnﬁ
1 {1954 - Curre

Ral ce-20086/444124-—ClA PR78-004872A0004002720004-0
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1TEM NO, P PRV kO TRIERAC 200ST TTI2T . CIARDP /R Aq7 AUUUA0UZ 700U G Er o5 (710N _INSTRUCT 10NS
| 5. 7| REQUISITION FILE b
i\} __"r ,[;'\\": KlA _
Consists of copies of requisitions for suppueuw 8.0 Temporary. Deatroy after two years except
and equipment. for those needed for future reference in
{1956 - Current) ordering.
6. | REGULATION FILE
Conesists of copies of Agency and 3.0 Temporary. Destroy when revised, super-
regulations, ’ seded or no longer needed.
7. | PROJECT FILE
Consists of correspondence and memoranda 1.0 Temporary. Transfer to Records Center
25X1 weriaining ta| |Theee case files upon compietion of project, Review after
include financial accountings, security, personnel, five years for possible destruction,
progress reports, blueprints, etc,
{1952 - Current)
8. | OB ORDER FILE
a. Completed Jobs
25X1 Conaists of completed job orders per- 23.60 Termporary. Screen periodically. Destroy
formed b n the field of graphic arts. all job order files no longer of interest.
« Current) Retain those felt to be of future value.
b. Job Log
Conaists of a log recording all jobs that 1.0 Temporary. Disponal not authorized.
25X1 haye been completed by

FORM NO.
t JAN 86

‘39a USE PREVIOUS

EDITIONS,
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VOLUME DISPOSITION INSTRUCT IONS

. |1TEM NO F LES IDENTLF ICAT ION
i Approved ForRefease 20057’5.1721\; CIA-RDP78-00487A000400270001-0
s 9. 1 CONTRACT FILE N
Consists of centracts and supporting papers 3.2 Temporary. Destroy upon termination of
25X1| dealing with[ ____ |operations. These include contract, except for personnel files which
contract personnel files as well as correspond- will be forwarded to TSD/Fersonnel for
ence to and from contractors, government and screening.
other.
1 10.
’ 46.0 Temporary. Returnto external contractor
when no longer needed,
11.0 Temporary. Disposal not authorized.
1 11.
. 24.0 Temporary. Destroy when no longer needed
. or upon receipt of more current materials,

12..| CURRENT WORKING FILES

. Consists of various material being used on 20.5 Temporary. Screen upon completion of job.

current jobs performed by the various sections Destroy papers no longer needed; retain
25X1 | of papers considered of possible future use in

appropriate file.

AUOFMM%-%-RBLFMW
B A0U0200Z/0001-0
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. |1TEM NO. __FILES IDENTIFICATION vOLUME | DISPOSITION INSTRUCT IONS .,
2 N ) A{Jproved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
' 13,7 PERGONNEL FILES
25X1 Consizts of case files onl:kaeramﬁ'aei. 1.3 | Temporary. Transier to Tsid)/Fersonnel
upcn transier or separation of employee.
14. | REFERENCE FILES
Consiste of the following types of material 129.0 | Temporary. Destroy when revised, super-
used for background and reference purposes: seded or no longer needed. Library books
completed jobs, formulas, techniques, siudies, should be returned to OCR Library when no
brechuzas, catalegs, blueprints, etc. Also are longer needed,
. library books obtained from the Agency library.
1 {Note: The files of the| |
1 }vere omifted irom this schedule
al the request of the Chief of the Branch,
299.5
Approved For Release 2005/11/21 ;’vglA-mEZE-QQﬁlAQQMnn?mnM-n
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SECRET

AP MEMC NG, 8805
5 June 1967

HENGRANDUM FOR: Chief, Records Management Branch

SUBJLCT : Reguest for Change in Records Control
Schedule No, 7324-61

Approval is requested to awmend Record Control Schedule
—... Ho. 7324-61 in the following ways:

2., The current name for the unit coyered by the
25X1 _schedule i 1Sy . |rather than TSD

25X1 | |

, b. The present disposition instructions for Top

Secret Control Carde, item 2a., do not provide for retire-

ment to Records Center. The suggested change in the instruc-

tiong is: Temporary. At end of two years retire to Records

Center where Control Card is to be held for ten years after
___pertinent document is downgraded oi destroyed,

¢, Because of the potential historical value of the
... Field Monthly Reports, item 4, it is desired that the Reporis b
be retained until they have been reviewed by the TSD/Historical
Officer. The suggested change in the disposition instructions
for item 4 is: Temporary, Cut off at end of two years and _
retire to Records Center for ten years, TSD/Historical Cfficer

T VIIL rousSess recorrds and deStroy appropriate ones,

S I T —

Bigtribution:
Original & 2 - Addressee

1 -~ TSD/

25X1 1 -~ File

£PPROY

CIA Records Administration Officer

Excluded from atematlsy

downgrading and
Approved For Release 20059 #2 £ BIAERE
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19 April 1965

MEMORANDUM FOR : Records Management Staff

SUBJECT :  Changes in TSD Records Control
Schedule

It is requested that the following changes be made
in the TSD Records Control Schedule:

1. That in Item No. 11-B, under Schedule No. 7346-61,
the designations, drawings, and charts be deleted. That
an Item No. 11-C be added and under this item list drawings
and charts. The Disposition Instructions for this iten
will be as follows:

Temporary. When no longer needed for current
reference, transfer to Records Center and hold for
three years. Material will be reviewed at the
end of this period and, if necessary, will be re-~
submitted to Records Center.

2., That the following changes in TSD component
designations be recorded in TSD's Record Control Schedule:

A.

B.

25X1C.

D.

25X1

APPRQV

25X1

TSD 25X

Date

ministration cer

P e iy

e e

Ce oy,
nawn;ragﬂng and

Approved For Release 2005/11/8&@1‘@ DP78-0048338%8i%002

70001-0
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SECRET

RECORDS DISPOSITION AUTHORITY

Records Control Schedule No. 73-61 for the Technical Services Division is

approved and authority hereby given to implement the disposition instructions

contained therein,

PREPARATION AND REVIEW: APPROVAL: )
25X1 25X1
Division Recowds Adihinibtration Officer Chidf, Records Management Staff
25X1
] 7 Wy, /76/
Ré / /b, TIIary 5T a Date %
L
2z % Ve
Date i !

NN
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5 December 1961

MEMORANDUM FOR: CIA Records Administration Officer

THRQOUGH : DD/P/RMO
SUBJECT : Establishment of Records Control Schedule
for TSDl STAT

1. Attached herewith is the Records Control Schedule for the
STAT TSD. Until its inception recently, this branch
STAT _wWas part of the
STAT I:l As their tofal record holdings came out of qu |the STAT
establishment of this branch has not increased TSD's total record
holdings.

2. It is requested that this Schedule be approved and authority
hereby given to implement the disposition instructions contained

therein,
STAT
TSD/
APPRAOVED: o~
STAT
QITISTration icer
Date & /TS

Attachment;
STA-|TSD Records Control Schedule

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0




~

RECORDS INVENTORY

TECHNICAL SERVICES DIVISION

MAY 1961

Office of Chief

25X1

Sl L wis

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0

3.5
30.3
37.7
44.2
11. 8

5.0
25.1
93.8
89.5

Approved For Release 2005/11/21 ; -RDP78-00487A000400270001-0
pprov SEERET

67.6

18.3

127,5

213.4
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TSD Records Inventory (continued)

143. 1

90.0

260.5

111.0

.' 24.8

540, 0
1,169.4

12.5

175, 6

25X1 46. 6

105.1
339.8

. 10.5
1500. 6
106, 6

299.5
1,917.2

GRAND TOTAL 3,853.2

-2 -

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
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B7A080406270001-0

CONCURRENCE
OFFICE, DIVISION, BRANCH s
L -——1
TSD/Office of Chief 2‘%7._5 o
C/TSD

E
No. (TITLE, DESCRIPTION. ARRANGEMENT, AND INCLUSIVE DATES ) (C\:I(;I;SMIET‘ ) DISPOSITION INSTRUCTIONS

1, CHIEF, TSD ADMIN SUBJECT FILE

a, GConsists of correspondence, memoranda 9.8 Temporary. Screen file annually, Destroy
and procedures used in the administration of materials no longer needed for current
TSD. This file not only includes files of Chief, operation,

TSD but files of the three Assistant Chiefs, TSD
relating to the over-all administrative functions
25X1
-(1955-Current)

b. Consists of policy, historical matters and 2.5 Permanent, Disposal not authorized.
liaison with TSD components and external com- Transfer to Records Center when those
mercial firms used in conducting the TSD func- materials no longer currently needed in
tion. These files consist of TSD Program docu-~ office area.
ments, schedules and correspondence pertaining
to the execution, review, and analysis of TSD

25X1
2, BIOGRAPHIC INFORMATION CARD FILE

Consists of 3x5 cards for each active TSD .1 Temporary. Upon transfer or separation
employee., Each card contains photograph and forward to TSD/Support.
pertinent biographic information such as date of
birth, education, military service, Agency
employment, hobbies, etc,

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2008/ f721-:CIA-RDP78-00487A000400270001-0
5. | securITY cLERKARGE CARD B A RYITRLACY
Consists of 3x5 card for non-Agency per- o1 Temporary. Destroy card when no longer
sonnel of interest to TSD. of interest to TSD,
4. TOP SECRET CONTROL CARD FILE
Contains 3x5 cards used to record all Top .1 Temporary, Destruction not authorized at
Secret materials in Office of Chief, TSD. this time.
5, CHRONO FILE
‘Contains copies of correspondence and »5 Temporary. Destroy after three years.
memoranda originated by Chief, TSD.
(1957-Current)
6.
1.5 Temporary, Disposal not authorized,
25X1
7.
2.0 Temporary. Disposal not authorized.
Transfer to Records Center when five years
old.
8. | REFERENCE MATERIAL
Gonsists of copies of Agency regulations, 34,0 Temporary. Screen periodically and destroy
charts and manuals, miscellaneous materials revised, superseded or no longer needed
used for reference and background purposes. materials. Return library books to OCR
(Note: In addition to the above, there is 17.0 Library when no longer needed.
seventeen feet of record material not in-
These records belong to Mr, 67,6
25X proved For Release 2005/11/21...CIA-RDP78-00487A000400270001-0
et :
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SCHEDULE NO.
Qe 305 - 67
RECAPFoGON TRALRELHEAILB05/11/21 : CIA-HDBFEf00k87A000400270080% —
OFFICE, DIVISION, BRANCH 25Xs]enaTur |
L4 DATE
29%1° /750 :H(M 67
\Y
ITEM FILES IDE CA VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT. AND INCLUSIVE DATES) (cusrc FT.) DISPOSITION INSTRUCTIONS
25K1
APHROVED 27 /%A
SO
Date
CIA R6TOTds Administration Officer
1 ADMINISTRATIVE SUBJECT FILES
Copies of memos, cables, reports, dispatches, 1.0 Temporary. Break files annually; hold
and other documents reflecting the support activ- two years, then destroy.
ities of the staff and the administration of the
personnel assigned to the Group. Included are
subjects relating to budget, personnel, equipment,
security, logistics, progress reports, training,
and other support functions. Filed by subject.
1963 to date.
2 " REGULATORY ISSUANCES
Copies of Agency regulations, notices, .3 Temporary. Destroy when superseded or
"~ handbooks, and other internal or external no longer needed for reference.
issuances or announcements.
3 CHRONO FILES
Extra copies of memos, cables, and dispatchesj 1.5 Temporary. Destroy after one year.
maintained for convenience of reference. 1963
to date.
Approved For Release 2005/11/21 : CIA-RDP73;¢0487A000400270001-0
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ITEM NO.| FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS

Approved For Release 2005/11/21 : Cl x|31:j)P7sl‘bo 187A000400270001-0
RO

L PROJECT REPORTS FILE
These are individual folders on electronics, 6.5 Permanent. Hold for two years after project
photo mechanical, and covert action projects for completed then transfer to Laboratory to be
25X1| which the[:::]renders support or performs research} screened and merged with the Lab project
Files are maintained for chief to oversee projects file. :

whide active and for planning purposes. Files
contain request for testing, test agenda, and
test reports. 1963 to date.

> TEST REPORTS
‘ Extra copies of test reports compiled by the Lo Temporary. Destroy when equipment has been
technicians after testing equipment or devices. disposed of or no longer needed for -
Maintained for reference and supplemental reference.
distribution.
6 CONTRACT FILES
Copies of work orders levied on contractors 1.5 Temporary. Hold for two fiscal years then
for services or material. Maintained for destroy.

administrative purposes.
7 PROJECT AND CONTRACT INDICES

a. Numbering control system for assigning .2 Permanent. Disposal not authorized.
numbers to projects and used as a cross
reference to locate projects.
) b/ Index to Contracts. A listing of work .2 Temporary. Hold two years after close of
. orders and amounts spent for each. Used to fiscal years involved then destroy.

' maintain an accounting of funds and for
reporting purposes.

8 PERSONNEL FILES

Tndividual (soft) files on employees contain .6 Temporary. Screen file when employee leaveq
copies of personnel action, travel documents, the branch, forward to gaining office upon
correspondence, and memos pertaining to assign- transfer, or to the Office of Personnel if

- ments, training, and travel of employees. employee resigns.

W6
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ITEM NO.| FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA-RDR78-00487A000400270001-0
9 WORKING FILES PP F%S .

Copies of memos, cables, reports, announce- 2.0 Temporary. Destroy extra copies when no
ments, and other papers of interest to the chief longer needed; incorporate support files
or maintained until specific actions have been in the Administrative Files when actions!'
completed. Also working files of staff employees completed.
which are retained for convenience of reference.

10 TECHNICAL REFERENCE FILES

These are technical and scientific reference | 21.0 Temporary. Return books on loan to the'
books, brochures, and catalogues relating to Library when no longer of interest;
topics or items of interest to the staff. destroy others when obsolete.

2
Approved For Releas H - 00270001-0
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I SCHEDULE NO. 7305-67
REGOROD\GON FROLRSRIERIPE05/11/21 : c@i@ﬁsgoo 7A000400270004-0
a7

A4

CONCURRENCE
OFF1CE, DIVISION, BRANCH SIGNATURE
TITLE DATE
ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

11 EVALUATION REPORTS

2541 These are copies OZ# lreports prepared by 6.6 Temporary. Destroy remaining copies when
technicians after testing eguipment or items related stock item depleted.
‘ for performance or capabilities. Used as
reference., 1965 to date.

12 OPERATING MANUALS

Copies of technical manuals used by
technicians in testing equipment or issued
with the equipment. Files alphabetically by
type or item.

a. Master copy 6. Temporary. Destroy when equipment no longey
b. Copies for equipment on premises T used or when manuals become obsolete.
c. Copies for issuance to user with
equipment T70.
13 TECHNICAL DATA SHEETS 25X
- two
' Prepared on all items tested before issuing. 4.0 Temporary. Destroy after ewe years
One copy is sent to the user. Filed alphabetical-
ly by item.
:ll@ TECHNICAL REFERENCE MATERIAL
Catalogs, technical reports and specificationg,23. Temporary. Destroy when superseded or
manuals, brochures, and various technical and obsolete. :

scientific reference books on electronic equip-
ment and devices and other items of interest.

Approved For Release 2005/11/21 : CIA-RDP78- 17ZA000400270001-0
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SCHEDULE NO. 05—67

S7A000400270001-0

CONCURRENCE

OFF ICE.,

DiVISION, BRANCH

SIGNATURE

TITLE DATE

ITEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME

(CUBIC FT.)

DISPOSITION INSTRUCTIONS

15

16

17

ADMINISTRATIVE SUPPORT FILES

Reference coples of memos, cables, and
correspondence necesaary for overall administra-
tive and support activities. Files are maintained
for. convenience of reference and relate largely
to implementation of office policy and procedures.
Included are chronos, notices, requisitions,
purchase orders, status reports, travel and
personnel documents. 1963 to date.

PROJECT CASE FILES.

Files reflect the testing, modificatioms on
technical equipment, and devices referred to the
group for evaluation. The folders contain test
agenda, technical data, test evaluation reports,
manufacturers' data, photographs, drawings,
specifications, operating manuals, and any
pertinent information relating to the project or
specific equipment. Filed by project number.
1963 to date.

COMMERCIAL FILES

Brochures, price lists, technical data, and
specifications for technical equipment, devices,
and items of special interest. These include
electronic, envirommental, photo mechanical, and
various commercial items.

purposes. Filed by EEM System and by manufacturer|

Maintained for referencg

2.5

17.0

6.5

Temporary. Break files annually; hold for
two years then destroy.

Permanent. Disposal not authorized.
Transfer to Vault area when project com-
pleted. Retain for five years then trans-
fer to the Records Center.

Temporary. Destroy when superseded, or no
longer needed for reference purposes.

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
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ITEM NO. FILES IDENTIFICATION | voLume DISPOSITION INSTRUCTIONS

1]
Approved For Release 2005/11/21 : cé@@m?om 87A000400270001-0
1#8

18 ENGINEERS WORKING FILES

[

Include notes, drawings, manuals, specifica- | 2L. Temporary. Destroy when files have
tions, catalogues, notebooks containing technical served all research purposes.
and scientific data generated during testing,
observations, or experiments. Pertinent data
and final test evaluations are filed in the pro--
ject case files.

19 TECHNICAL REFERENCE FILES

Extra coples of test reports, evaluations,
‘ memos, operating manuals, and field manuals on
equipment and items to be maintained by the staff
in the laboratory or to be distributed with
equipment at time of issuance or for extra
distribution. Filed by numerical sequence or
item name.

a. operating manuals for laboratry equip- 3.0 Temporary. Destroy when equipment is re-
" ment placed or becomes obsolete.
b. Instruction and field manuals 3.0 Temporary. Destroy when equipment no longer
¢. Copies of reports, evaluations, and being used.
memos 2.0 C?emporary. Reduce stock to minimal level

after three years; destooy when five years
0ld, providing one copy has been incorporated
in the related project file. '

d. Floor plans, drawings, and blue prints 10. Temporary. Destroy when superseded or no
. longer needed for reference purposes. .,
20 .| PROJECT CONTROL FILE
A 3 x 5 card file on all projects assigned 1 Temporary. Destroy when no longer needed.

to the laboratory. Used for quick reference,
control, and for preparing status reports.

00270001-0
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TTEM NO ] FILES IDENTIFICATION 1 ‘VOLUM& DISPOSITION INSTRUCT IONS
)
Approved For Release 2005/11/21 : C&( RDP78-00487A000400270001-0

21 WORKING FILES

Copies of memos, cables, reports, and 4.0 Temporary. Screen and destroy periodically
technical data of specific interest to chief and that material .. no longer of current
deputy chief of the laboratory. Maintained for interest.
convenience of reference.

LIBRARY REFERENCE

Collections of technical reference books, . Temporary. Return library books to Agency —
magazines, and periodicals. library when no longer needed by the
laboratory; destroy others when of no
further interest.

Approved Eor Release 2005/44/24-CIA-RDP7-8-00487A0660460270
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, pa SCHEDULE NO.
s REAPRYS vEANTBPRSAEHERIRIDS5/1 élz;- cl -RDP782-g(;<L1 7£80hbas6370001-0
. OFFICE, DIVISION, BRANCH = ==

L ) DATE N
25X TWSecurity Officer 12 MAY 1361
1TEM FILES TDEN ON ME .
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cusrc FT.) DISPOSITION (NSTRUCTIONS
1 1, ADMIN FILE
This file consists of correspondence, 6.0 Temporary., Screen file annually, Destroy
memoranda, reports and related materials per- material no longer needed for current
. taining to the security activities relating to each operation,

component of TSD. These files include special
projects, security violations, inspection reports,
etc,

2, | COMPANY FILES

This file consists of case files for all 7.8 Temporary., Hold for six months after
companies and Government installations that have termination of contract, Forward file to
contracts with TSD for purposes of Research and Logistics/Security Staff for screening against
Development, These files include security compaany file,

clearances, inspection reports, building plans,
etc, and are usually duplicated in Logistics Office,
Filed by name of company alphabetically,

. 3.. | GARD FILE
Consists of 5x8 card file for the following: 2,0 Temporary, Destroy when clearance is
terminated or when TSD interest in individual
a, Contract cleared personnel ceases,

b, Pending contract personnel
c, Government personnel

Alnlhrn\lnrl Eor Release-2005/11/21--ClA-RDR78-.00487A000400270004-0

FORM NO. |39 usE PREViOus
1 JAN 56 EDITIONS.
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DI1SPOSITION INSTRUCT IONS

ITEM NO.| FILES IDENTIFICATION VOLUME
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
4, | CHRONO FILES S A
Contains copies of correspondence and 1.5 Temporary. Destroy after two years,
memoranda prepared b |TSD.;
{1958~CurTent]
5. | BACKGROUND AND REFERENCE FILE
Consists of materials for reference and 1,0 Temporary. Screen annually, Destroy
background information such as Agencg regula~ revised, superseded or no lomger needed
tions, etc. material,
' '71 U -
s i 118,33
At P78-00287A00040027
. us vious i - 3 - 0001-0
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I SCHEDULE NO.

1 MAY 1954

REARRASVEMNTBPREICHERUIGOS/11/2  GIA-RDP78-00 Add8MbddY00010
OFFICE, DIVISION, BRANCH 25X1
1 i TITLE DATE
o 1TST fotfice of Chief B iy
IJg_ M (TITLE, DEscxzpriAzb,E SAR;%ZEETG,AE}V%NINCLUSIVE DATES) (c‘{;glle:Jszr. ) DISPOSITION INSTRUCTIONS

CHIEF |

|ADMJN FILE

Consists of correspondence and memoranda
maintained by Chief, TSD and used for
administration in support of TSD.

This file includes such subjects as Records
Management, Vital Materials, Dependents!
Briefings, Over-all TSD Library function,
TSDq.nnomcements, Duty Rosters,
Emergency Plan, Authorizations, Agency

Regulations, etc.

s b s e .

3.5

3.5

Temporary.
currency.

current work. Transfer TSD
Announcements to Records Cenfer for
historical purposes,

Screen files annually for
Destroy files not needed for

2%
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Py . SCHEDULE NO.
\; 4 REAPRDSVOANTRORCSEAEORAMDS/11/21 : GIATRDRA78-004 7 A050k06$70001-0
PP - = - .
A OFFICE. DIVISION, BRANCH . 25XH
25xj1 TSD o i ‘ ' L OWAY 1501
— e TSD/Career; Ma - -
E £
Nor (TITLE, DESCRIPT;(;IIGFSARIIIE)!IEV%;&II;A}TC,AZII\I‘;NINCLUSIVE DATES) (c\zliglch:’MtEr. ) DISPOSITION INSTRUCTIONS
1. PERSONNEL ADMIN SUBJECT FILE
Consists of correspondence and memoranda 2.5 Temporary. Screen file annually. Destroy
maintained for personnel administration of TSD. materials not needed for current operation
. ’ Contains files pertaining to current job descrip- except Tables of Organization and other
tions, Tables of Organization, personnel sta- materials of a historical nature which shall
tistics, and similar subjects. For the most part] be retired to the Records Center.
these files are duplicated in the Office of
Personnel, .
(1952-Current)
2, | INDIVIDUAL PERSONNEL FILES
Consists of individual case files maintained
on all TSD employees. With exception of cables
and dispatches these personnel files are dupli-
cated in the Office of Personnel. These files
are categorized as follows:
. a, Staff Employee Files
Contains copies of all personnel actions, 19.0 Temporary. Hold one year after separation
memos, evaluations, training, and other of employee. Screen operational material
personnel documents pertaining to individual from file prior to forwarding to Office of
" employee. Filed alphabetically. Personnel,
vt :TA A
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
FORM NO. |39 USE PREVIOUS . (4|‘)
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ITEM NO. Approvert For Retease 2005/11/21 : CIA-RDP78100487A00040027000P-05P0S I TION INSTRUCT [ONS

i o

¢ = B
‘ L& b, Contract Persennel Files PR
Consists of case files containing copies 3.0 Temporary, Awaiting outcome of survey
of contract, amendments, and other support- presently baing conducted,

ing papers. Filed alphabetically,

ce Comrsultant Files

Contains papers which document the «5 Temporary, Hold one year after separation.
affiliation of individual with TSD as con- Forward te Contract Personnel Division,
sultant, These files include copies of
. correspondence, related form records,
contract agreements, security clearances
and conswultant?s status, These are dupli-
cated to a great degree in Contract Per-
sonnel Division,

d. Applicant Files

Consist of case files on all applicants Temporary, Disposition as follows:
for TSD employment, These files consist Transfer pertinent data to persennel folder
of PHS, comments of interview, and other upon appointment, If not appointed, transfer
papers necessary in processing an applicant,) file to Office of Personnel,
Arranged alphabetically,

. : 3e POST REPORTS

GConsists of files containing pertinent informat 1,5 Temporary, Destroy upon receipt of more

tion received from overseas stations used fer current report,
reference and background data in briefing indi-~
viduals scheduled for PCS assignment, Arranged
by country in area.

¢
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[ ITEM NO. FILES IDENTIFICATION VOLUME \ DISPOSITION INSTRUCT IONS

< 1 Approved For Release 2005/1 §2{ i CIA- RDP78-00487A000400270001-0
Ll 4 WORKING FILE & e
Consists of pending personnel matters such 2,0 Temporary. Destroy when action is
as promotion requests, rotation of persomnel, i completed,

Career Board actions, etc.
5, CHRONO FILE
Consists of copies of all types of incoming | 1.8

and outgoing correspondence concerning TSD
personnel, personnel matters, organization, etc,

a, Memoranda Temporary, Screen annually, Incorporate
(1957-Current) necessary files in appropriate subject file,

b, Cables Temporary, Screen every six months., Re-
{Oct, 1960-Current) tain only cables pertinent to individuals.

File in personnel folder,

c, Dispatches Temporary, Screean ammually, Incorporate

{1957-Current) necessary files in appropriate subject file,
30,3
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. SCHEDULE NO.
RECORUSopeNTROL REJREBULED05/11/21 : gt@ﬁ@?m-ocjmlém@m 0

OFFICE.

| TSD

DIVISION, BRANCH

25X

25X

TITLE

c/Tso[ ] " 17 WAY 1369

ITEM
NO.

FILES IDENT!FICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(cuBIC FT.)

DISPOSITION INSTRUCTIONS

1.

LDMIN FILE

Consists of memoranda, cables, dispatches,
and correspondence used in administering
logistical support to TSD., These files include
space, procurement, Gold War estimates, etc.

{1955~Current)

STATION FILES

Gontains case files listing the issuances of
material, property and equipment to Field
stations.

CARGO FOLDERS (SUSPENSE}

Consist of case files arranged by cargo
voucher number, reflecting the status of
requisition.

REQUISITION FILE FOR PRODUCTION
CONTRACTS (ACTIVE])

Consists of stock procurement requisition
files for TSD cognizant equipment., Filed by
voucher cargo number,

(1957-Current)

Approved For Release 2005/11/21 - CIA

FORM NO.
1 JAN 56
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DP78.004

Temporary. Destroy after two years except
those materials needed for current operation

Temporary. Destroy upon receipt of inven-
tory and reconciliation of station material.

Temporary. Destroy after two years.
Place in completed cargo voucher file after
cargo has arrived,

Temporary. Destroy after four years.
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS

~ Approved For Release 2005/11R71{ RDP78-00487A00 -
5. | REQUISITION AND LOG FILE BLEREERC 04002700010

a, Requisition File (Pending and Complete)

Contains copies of requisitions for Temporary. Destroy two years after
various types of equipment and supplies to initiation of requisition.
be used by TSD components. Filed chrono-
logically by requisition number,
{1957-Gurrent)

b. Log File

Consists of copies of form used to reflect Temporary. Retire after three years.
action on requisitions, Filed by TSD com~
ponent and chronologically thereunder,

(1955~Current)

SUPPLY ACTION REQUEST CARD FILE

Consists of 5x8 cards used to record nomen~ Temporary, Destroy only upon revision
clature and stock level of all TSD cognizant of card.
material, These cards are used in purchasing,
replenishing and shipping TSD items.

PROPERTY TURN IN FILE

Consists of copies of Property Turn In Temporary. Destroy one year after property]
covering materials initially charged to TSD is returned to stock.
elements and which are returned to stock or
transferred between TSD components.

STOCK STATUS REPORTS

Consists of tabulated listings prepared by Temporary., Destroy upon receipt of more
Logistics reflecting the amount and location of current listing.
supplies and equipment. eyl

s,

Approxed-ForRelease20064H24—-CHA-RDPF8-66467
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. ""( ITEM NO. FILES IDENTIFICATION VOLUME | DISPOSITION INSTRUCT IONS
e -
PR Approved For Release 2005/11/21 :»-GIA-F{DP78-004‘87A000400270001-0
> 9. | REFERENCE MAT ERIALS Rl
Contains catalogs, brochures, regulations 9.0 Temporary. Screen periodically, Destroy
and genmeral background information used in revised, superseded or no longer needed
support of TSD logistical operations. materials,
il ag,2
Appraoved For Release 2005/11/21 - CIA-RDP73-004R74000400270001.0
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.-.:;;, SCHEDULE NO.
.7 Fnipta -l
# REARAS VeRNFRPIRSEHERUAG05/11/21 S&inRoP78-00 ! 1 <
OFFICE, DIVIS [ |
C 2 - B Eala) N
‘ C/TSD/| 4 T 1A TS5 of
'Jgf‘ (TITLE, pascxzpr';rl)ll\?,e SARL&S@;AL;JTSAEIIV%NINCLUSIVEHQ)_Q..'Z:@S ) (c\{zglx_thgr. ) DISPOSITION INSTRUCT IONS
1 1. D.DMIN FILE
Consists of correspondence, memoranda and 3.0 Temporary, Dispose after two years except
dispatches pertaining to financial matters such for historical and policy data which should
‘ as monthly reports, payroll, overtime reports, be transferred to Records Center,
income tax, historical data, etc,
(1955-Current)
2, | BUDGET FILE
Consists of copies of operating budgets, 7.0 Temporary. Destroy after five years.
preliminary estimates, narrative and statistical Retain in office area three years then
statement of requirements and related work transfer to Records Center.
papers used in preparation of TSD budgets,
Filed by fiscal year.
3, | ALLOTMENT AUTHORIZATION FILE
- Consists of advice of allotment authorizations, 4,2 Temporary. Destroy after four years,
' allotment requests and liquidated and unliquidated| : Retire to Records Center upon liquidation
obligations and reports from TSD offices (Head- if file is three years old.
quarters and Field), This file includes ledgers
and 5x8 card files,
4, | REQUISITION FILE
Consists of copies of requisitions for equip- 1.5 Temporary., Destroy upon completion of
ment and supplies, both liquidated and unliqui- current fiscal year.
dated. Chronologically. Tl
(1960~Current) et RN
Approved For Release 2005/11/21 - CIA-RDP78-00487A000400270001-0
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o ITEM NO.| FILES IDENT!FICATION VOLUME DISPOSITION INSTRUCT!ONS

__Approved For Release 2005/1 SHCICh m—RDP78-00487A000400270001-0
5. TRAVEL FOLDERS o S -

Consists of case files on all active employeesq ) 14.5 Temporary. Screen file annually. Destroy
of TSD who have performed official travel. material over three years old.
Filed alphabetically by name,

6. | WORKING FILE
Gonsist of tabulated machine runs provided 1.5 Temporary, Retain for one year then

by Comptrollerts Office for use by this office destroy.

in current status of allotments. 17

7. | SHIPPING DOCUMENTS

Consists of shipping documents from Head- 1.0 Temporary. Destroy one year after Audit,
quarters to Field, Filed by account number.

8. R&D PROJECT FILE

Consists of case files for companies that 4.0 Temporary., Disposal not authorized,
have R&D contracts with TSD, These files con- Transfer to Records Center after three
tain requests, letter orders, financial data, years,

extensions, amendments, etc,
9. REFERENCE MATERIALS

Consists of materials used as background 1.0 Temporary, Destroy when revised, super-
and reference material in support of the budget, seded, or no longer needed.
financial and travel activities of TSD.

i 37.7
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s ) SCHEDULE NO.
<N 'f —
L : REAQRRSVEANTBPRIEHERULF05/11/2 € “CIA-RDP78-00 boooro—
‘ OFFICE, DIVISION, BRANCH ‘_J,/‘C/'L*'?, 25X1
29X1 tsp e > 10
S Y T TWAY 1361
lr}.g'.M l (TITLE, nsscnzpr%b,saxL%ﬁugf.Aw%chLuswa DATES) (c\{%gM:r. ) 'D_,‘~,5,P°5'T‘°N INSTRUCT IONS
25X1 1. IADMIN FILE
Consists of correspondence and memoranda 1.5 Temporary. Screen periodically for
used in the function oflP:l These files include currency. Destroy revised, superseded
25X . ; .
r—. Agency regulations, TSD/Support announcements or no longer needed materials,
and procedural data used in operation of the
office.
2, | CARD CONTROL FILE
These are 3x5 cards described as follows: ' 25
) b Bl S :;/JL,.».A% 3
a. Top Secret Control Cards - Used to 1 .3 Temporary. i v i “this
i i 3 2 Ao Ay £C
control Top Secret materials in TSD. trm-i:’ ,;/’ob:-f«%‘ 2 %jj;@
b, Pseudo Cards - Used as cross reference .1 Temporary. Screen file annually, eli
to the Identity card., These are arranged nating resignees and transferees.

by pseudo and reflect a number for cross
reference to true name,

c, Crypto Cards - Contains cards used to .1 Temporary, Screen file annually, elimi-
identify places, projects, etc, nating cryptos no longer being utilized.

d. Dispatch Control Cards - Used to control 1.6 Temporary, Destroy when two years old.
dispatches, both incoming and outgoing. .

Filed chronologically by source.

eerntT

AR NN
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ITEM NO.| FILES IDENT!FICATION ] voLume DISPOSITION INSTRUCTIONS
Approv “RiPP78-00487A000400270001-0
T Temporary, Destroy after one year.
.5 Temporary. Destroy one year from date of
receipt.
.1 Temporary. Destroy after three months,
.1 Temporary. Destroy after three months.
3. CABLE FILE
Copies of cables pertinent to TSD operations 4.5
and/or personnel, Cables duplicated in Cable
Secretariat,
a. Rybat Temporary., Destroy after one year.
b. Routine Temporary, Destroy after one year.
c. Cable Log Temporary. Destroy after two years. -
4. MONTHLY REPORTS FROM FIELD STATIONS
Contains reports of TSD activity from over- 3.0 Temporary, -Resteoy-aitezr-throo-years.,
seas stations, Filed by station. Cut off at end of two years and retire to
Records Genfiff«\ 76/-" ZL“M S—‘D/
. S el
) 11.8 & B
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CONCURRENCE
OFFICE., DIVISION, BRANCH S1GNATURE
25X1 TSD TITLE DATE
ITE
JO!M (TITLE, DESCRIPT;tI)NL.ESARIR%'\(.‘?H;IJT(‘:.AEIIV(I))NINCLUSIVE DATES) (C\lllg[I_gMIET.) DISPOSITION INSTRUCTIONS
25X1
i o
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« JSCHEDULE NO.

RECOAPBo¢oN TROLREDAESH2D05/11/21 :c@f@m—oo 87A0004005 a7

OFFICE, DIVISION, BRANCH SIGNATUY

. 25K1
8D TITLE (

K1

FILES IDENTIFICATION VOLUME
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

DTSFPUSTTITUN TNOTRUCT TUNS

SECTION ADMINISTRATIVE FILES

Copies of memos, dispatches, and correspon- . Temporary. Screen files annually and
dence used in general administration of daily destroy material not needed for current
activities of Section personnel. These include operations.
chronos, T&A's, reports, equipment inventories,
equipment panel information, external and internal
instructions, and others.

CONTRACT VOUCHER FILES

Copies of contracts, vouchers, or Form 88 . Temporary. Destroy after two fiscal years
for the various types of TSD technical equipment providing all items have been delivered and
and materials. Filed numerically by fiscal year. history card has been posted.

Q R CAPABILITY FILE

Includes work orders, copies of contracts, . Temporary. Destroy after two years.
price quotations, fund citations, and related
material. Used as a quick and ready reference
in accounting for expenditures.

MATERTAL HISTORY FILE

These are 3 x 5 and 5 x 8 card files used . Temporary. Destroy when no longer needed
for recording nomenclature, stock level, material for current operations.
history, prototypes, descriptions of items,
vendors, and other pertinent data helpful in the

purchase and shipment of TSD items and for
general information.

Approved For Release 2005/11/21 ; CIA-RBP78: 7A000400270001-0
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These are various records for maintaining .3 Temporary. Destroy after one year.
control of documents, requisitions, equipment,
serial numbers and codes, D&E actions, and others.
Maintained in ring binders or books.

6 COMMITTEE REFERENCE FILE
Copiles of agenda, meetings, suggestions, A Temporary. Destroy annually that material
and evaluations maintained by TSD representative not needed for current reference.
. tp DDP Suggestion Awards Committee. Retained for
reference purposes. 1965 to date.

ke OPERATING MANUALS

Master copies of manuals for operation and L Temporary. Destroy as superseded.
maintainance of equipment. These are updated
about every six months.

Approved For Release 2005/11/21 : CIA- 00270001-0
FORM NO. |39a USE PREVIOUS
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™ 31 SCHEDULE NO.
w5 f157
RECAR BP0 $8Y FROLRS(SHMDB05/11/21 :mgﬁéﬁ-oo,mmmi&ﬁ@ 067
CONCURRENCE
OFFICE. DIVISION, BRANCH S IGNATURE
TITLE DATE
25X1
ITEM LES IDE A OLUME
NO. (TITLE, DESCRIPTEAN, ARLANE;JE;;,TJ&PINCLUSIVE DATES) (cialg"}r., DISPOSITION INSTRUCTIONS
8 DEPOT ADMIN FILE
Chrono copies of memoranda, reports, instruc- .8 Temporary. Screen files annually and destroy
tions, notices, requistions, equipment panel re- material not needed for current operations.
ports, and other papers accumulated in the daily
P5X1 | Filed
Dy sSubject.
9 VOUCHER FILE
Copies of receiving reports, requisitions, 4.0 Temporary. Destroy two years after close of
purchase orders, packing slips, shipping doc- fiscal year. Cut off each fiscal year,
uments, and other papers relating to procurement hold for two additional years, then destroy.
of TSD equipment and material for stock. Filed
by voucher number. 1963 to date.
10 VOUCHER REGISTER
Register of vouchers received. Serves as 1 Temporary. Destroy after two fiscal years.
cross reference and tickler. 1966 to date.
11 STOCK RECORDS
a. A monthly stock status machine listing .6 Temporary. Destroy after receipt of current
used to reconcile, check, and verify stock records|. 1isting, providing no errors or adjustments
to be made.
b. Equipment Card file for in-use items. -5 Temporary. Destroy after completion of card
Contains records of users, condition of equipment or when item is removed from stock.
and stock level. Filed by stock number.
. c. A3 x 5 cross reference to equipment card 1 iemﬁorarg. Destroy when related card is
file. Approved For Release 2005/11/21 : CIA-RDP78-00487A0006400%70001-0
FORM NO. '

1 JAN 56
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21\»;@&% P78-00487A000400270001-0
12  REFERENCE MATERTIAL
a. Supply catalogs, wendor brochures, 140 Temporary. Destroy when obsolete or no
catalogs for technical equipment, and other longer needed for reference purposes.
ltechnical reference books.
b. Technical manuals for equipment in stock L.o Temporary. Destroy when item is depleted
lto be shipped to users when equipment is issued. or removed from stock.
13  |PROPERTY ACCOUNTABILITY
Records of equipment and material loaned for .1 Temporary. Destroy when material is returned
ltests or demonstrations or sent to local vendors to stock.
for evaluations.
WW@A:WOM?OOM-O
. REVIOUS Ry
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meee SCHEDULE NO.
REAQHISVEANTBORIEHERULFO5/1 121 : GM-RDP?B-OMLZMM@
OFFICE, DIVISION, BRANCH 25x1 .
29X1TSD Office of Chief TITE BATE
q C/TSD 25X%1 3 MAY 1961
o (TITLE, DESCRIPTION. ARRANGEMENT, AND INCLUSIVE DATES) (c\zlzgligMFEr.) DISPOSITION INSTRUCTIONS
1. POLICY FILES
Consists of DD/P policy and general TSD 1.0 Temporary., Screen annually. Destroy
25X1| and such as missions and functiong when revised, superseded or no longer
.; of TSD units abroad, survey reports as well as needed,
NSC papers, NSCIDs, and DCIDs,
2. | WORKING FILES
Consists of copies of lesson plans, briefings, 2.0 Temporary. Screen file annually. Destroy
25X1 planning papers and other papers pertinent to papers no longer needed for current work,
3. REFERENCE FILES
Consists of background and reference 2,0 Temporary, Destroy when revised, super-
25X1 materials for use in administering of seded or no longer needed.
5‘ O
g ‘x.r*—
Approved For Release 2005/11/21 - CIA-RDP78-00437A000400270001-0 J .|
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B 4 - . o ] SCHEDULE NO.
o REAWSVGGWBﬂRdGHE&m(RJSH112'i : CIA-RDP78-00 5700010
- CONCURRENCE
OFFICE, DIVISION, BRANCH 25X‘
25} 1 TSD| TITLE DATE (7
25XI G/ Tsp] 3 MAY. 1981
INToE M (TITLE, DESCRIPTl;Olll\;,E SARIR%’:‘.EEI’;I?.A TA;JgNINCLUSIVE p.qnsv):' : (c\zl;g;th-Fr. ) DISPOSITION INSTRUCTIONS

25Xt 1, | |PLA.NS ADMIN FILE

Consists of correspondence and memoranda 1.2 Temporary, Destroy after two years except
maintained for use in administering PTS/Plans, for materials used in current work,
‘ This includes correspondence to and from area
division, TSD emergency plan, library requests,
etc.

2, HOT WAR PLANS

Consists of basic war plans, stockpiling, 4.0 Temporary. Destroy obsolete war plans
contingency force, Operation Alert, peculiar upon receipt of revised portions, Screen
items, etc, Arranged by theater, periodically to destroy materials no longer

(1955~Current) needed.

3. COLD WAR PLANS

Consists of operational program, Cold War 1.0 | Temporary., Disposal not authorized at this
working papers and war planning historical file, time,
" A copy of each of the annual Cold War plans,

Arranged by category and functions,

4, ' CHRONO FILES

~ Consists of a copy of all outgoing corres- .8 Temporary, Hold in office two years,-
25XH pondence originated L41L|g Then transfer to Records Center, Destroy
’ (1954~Gurrent} three years later,
Apnproved For Release 2005/11/21 - CIA- Z2-004874000400270001.0
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5, TOP SECRET CONTROL CARD FILE

Consists of 3x5 cards used to comtrol Top Disposal not authorized at this time,
Secret documents maintained i

REFERENCE MATERIAL

Consists of OCI Country Handbooks, opera- Temporary, Destroy when revised, obsolets}
tional aids and reports used in surveys as well or no longer needed for current operation,
as surveys and reports, briefing aids, instruc~ Return library books to OCR Library when
tional techniques, Agency regulations, back~ no longer needed.
ground information, etc, Also included are
books obtained from the Agency library.

wse PREVIOUS . =RDP78-00437A0004002/0001-0
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SCHEDULE NO.
RECAPRSoVRNTROL RABEBYLID05/11/21 SE@R@Pn-oomeanét%mnm 0 [
OFFICE, DIVISION, BRANCH 25 1
25 1TS]: TITLE DRTE
G/TSD/PTS/CD 25 JAN 1953
E
Ir:aro!w (TITLE, DESCRIPT;(;IIV_,E SARL?%béHQ;:.AE}VgNINCLUSIVE DATES) (CY,?;?SMFET. ) DISPOSITION INSTRUCTIONS
25K11. |[_ ]sUBJECT FILE
Consists of incoming and outgoing corres- 6.0 Temporary. Destroy after two years except
. pondence with TSD branches, other Agency for policy or materials needed for current
1 components { | etc. ), and other operation.
P5X1 : ies in regard to |
25X1 ctivities, Included in this
file are debriefings, collection guides and
manuals.
2. CASE FILES
Consists of files containing special requests| 2.0 Temporary. Screen periodically. Destroy
for specific items such as visas, passports, one year after case has become inactive.
stationery, etc. .
3. CHRONO FILE
‘ Consists of copies of outgoing corres- 0.5 Temporary. Destroy after two years.
pondence prepared in
(1960-Current)
25X1
/ -
APPROV 7/72//(54
gm?_.BA_._._'...' 8. 5
ate
Iy I IRECOTAs Administration Officer
T
: DEON i SR
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DIVISION, BRANCH

o SCHEDULE NO.
RECAPPS00EN TR RECHEDILDO5/1 15ECR&IRDP78-00 -

25K1

1TSD

ITEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CUBIC FT.)

"¢/ TSD | o5xq  15MAY 1951

DISPOSITION INSTRUCTIONS

X 1L.

ADMIN FILE

Consists of correspondence and memoranda
to and from Agency offices, policy, tabulated
listings of Agency personnel who have completed
TSD courses, T&A reports, requisitions, over-
time, procedures, training schedules, briefings,
debriefings, work orders, instructors® logs, etc,

CHRONO FILE

.Consists of copies of outgoing correspond-

ence and memoranda dealing with over-all
functions of TSD
‘ —-Current)

LESSON PLANS

Consists of outlines used for purpose of in-
structing Agency personnel in operations unique
to TSD.

COURSE MATERIALS

Consists of materials used in the conducting | 39.5
of TSD courses, i.e., training aids, handouts,
tapes, and operating manuals used by pupils.
This file also includes critiques,
cECRtT

9.0

Temporary,

Temporary.

Temporary.
superseded.

Temporary.

Approved For Release 2005/1 1/21 : CIA-RDP78-004

for policy papers and materials needed for
current operation.

or superseded,

B7A000400270001-0

Destroy after two years except

Destroy after two years.

Destroy when revised or

Destroy when course is revised
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ITEM NO.

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT IONS

5.

for possible future reference.

Approved For Release 2005/11/21 : CIA- RD,P78'=‘004 87A000400270001-0

TRAINING RECORDS

Consists of training records described as
follows:

¢. TSD Personnel

Contains records of TSD personnel
currently receiving training.

STOCK RECORD FILES

Consist of stock records described as
follows:

a. Stock Catalogs - Used in procurement

of material for purposes of training.

b. Inventory Record Cards -~ Used to control

equipment charged to TSD
MORGUE FILE

Consists of drawings of TSD equipment held

3.0

Approved For Release 2005/11/21 - CIA-R

FORM NO. lsga USE PREVIOUS

1 JAN 56

EDITIONS.

Temporary. Disposal not authorized.

Temporary. Disposal not authorized,

Temporary. Upon completion of training,
transfer to TSD/Personnel for recording.

Temporary. Destroy upon receipt of more
current catalog.

Temporary., Destroy when equipment is
returned to stock.

‘Tempora,ry. Disposal not authorized at this

time,
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Consists of Agency regulations and other
materials used for reference purposes. This
file also includes background materials dealing
with lesson plans and training courses.

25,5

89.5

i
Approved For Release 2005/11/21 : CIA-RDP78-004
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8. REFERENCE FILE

seded or no longer needed,

B7A000400270001-0

Temporary. Destroy when revised, super-
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. SCHEDULE NO.
45 RE QBP0 668 FRALRSRHENIREO5/11/21:; GIA-RDP78-00487/80bb468270001-0
( : ol CONCURRENCE —
=X OFFICE, DIVISION, BRANCH 25 )(1
y SD
45XT¢ c/TsD] | 25X1 2« Jem (363
oo (TITLE, DESCRIPTION. SARRANGEMENT, AND INCLUSIVE DATES) (c‘,';%?‘c’"'fr. ) DISPOSITION INSTRUCTIONS
2511, | |ADMIN FILE
Consists of materials used in administering 2.0 Temporary., Destroy after two years except
1 . thei | This file includes for policy or materials needed for current
inter-office correspondence, liaison with area operation.
divisions, cables, dispatches and other corres-
pondence such as budget, training, property, etc{
2, | CHRONO FILE
Consists of copies of outgoing correspondence} 0.5 Temporary. Destroy after eighteen months.
25X1 originating in the
3. | PROJECT FILES
a. Consists of correspondence, working 53.5 Temporary, Disposal not authorized at this
25X1 papers, specifications, status reports time, Transfer to Records Center one year
and completed reports on| after completion of project and hold for ten
. . years, At the end of this period, projects
will be reviewed for destruction. If it is felt
that they should not be destroyed, projects
will be resubmitted to Records Center.
> b, Extra copies of project reports., Temporary. When no longer of current
interest, forward to Records Center and
hold for three years and destroy.
ILLEG
Approved For Release 2005/11/21 : CIA-RDP78-00 87A000400270001-0
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ITEM NO., FILES IDENTIFICATION VOLUME DiSPOSITION INSTRUCTIONS

o Approved For Release 2005/11/21 ; CIA-RDP78-00487A000400270001-0
£ 4. | CONTRACT FILES RO B

25X1| with projects presently being conducted fo years after completion of comtract and

Gonsists of administrative materials dea.lin% 2.0 Temporary. Hold in office area for three
by private contractors. destroy.

5. P ERSONNEL FOLDERS

GConsists of case files containing personnel 1.5 Temporary., Screen periodically. Destroy
and travel matters on staff employees and non-current materials, Transfer to TSD/
. consultants, Personnel upon transfer or separation.

6. INSTRUCTIONAL AIDS

Consists of instruction sheets and operating 2.0 Temporary. Screen periodically and destroyj
manuals on devices. when no longer of use.

7. REFERENGE MATERIAL

Gonsists of background material such as OSS| 39.5 Temporary. Screen periodically, Destroy
development, brochures, catalogs, technical when revised, superseded or mo longer
manuals and other materials used for reference needed. Library books should be returmed
purposes. Also included are books obtained to OCR. Library when mo longer needed.

through the Agency library,

’ 101.0

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0 _
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SCHEDULE NO.
‘ RECQAPBo 06 TRALRSOAEDIRD05/11/21 : CIA-RPP78-004874hdh3068370001-0.
. L~ CONCIIRRFNCE
OFFICE, DIVISION., BRANCH 25)1
25K1Tsh TTTCE ]
C/TSD | 25X1 ’74/
E
‘TIO.M (TITLE, DESCRIPT;(;IIV-,ESARIRI?QIEVI\(J;HEA;T?.AEIIV(I))NINCLUSIVE DATES ) (C\l{lgl;(L:)MIET-) DISPOSITION INSTRUCTIONS
1, | BRANCH ADMIN FILE
Consists of correspondence and memoranda 2.0 Temporary. Destroy after two years ex~
. 25X1 pertaining to the administration of the ] cept for files needed for current operation,
bEX 1 Included in this file are such subjects '
as security, office procedure, requisitions,
duty rosters, T&As, and chrono files,
2, | CURRENT WORKING FILES
Consists of correspondence, memoranda 17.0 Temporary., Screen periodically. Destroy
and interrogation studies all used in the current materials no longer needed. Transfer to
25X1 operation of These files include briefings, appropriate file materials that must be re-
debriefings, consultant reports, etc, : tained, Consultant reports should be held
indefinitely.
3. | RESEARCH STUDIES
. ) Consists of completed studies prepared by 4.6 Temporary. Disposal not authorized. When]
25X1 no longer needed for current reference
transfer to Records Center,
4. PROJECT FILE
Consists of varied correspondence, memo-~ 10.0 Temporary. Disposal not authorized at this
randa and financial accountings, etc. concerned time, (A review of this file will be made
with the MKULTRA. Project. at time of next audit - July 1961)
(1952-Current)
Approved FEor Release 2005/11/21 - ClIA-RDP78.00487A000400270004-0
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o 25X1
" 5. I:ICONTR_ACTS SECRET

EA

Contains correspondence, proposals, 3.0 Temporary. Destroy six months after
contracts, and supporting data concerning completion of contract.
25X1 | contracts,

6. PERSONNEL AND TRAVEL FOLDERS

Consists of case files for employees of 1.5 Temporary. Screen files periodically
25X These files include pertinent personnel to remove papers no longer necessary,
and travel information, Upon separation or transfer of employee,
‘ forward to TSD/Personnel,

7. REFERENCE

Consists of materials and films used for 52,5 Temporary. Destroy when revised, super-
background and reference purposes, These seded or no longer needed except for library
include library books, brochures, technical books obtained from Agency library which
manuals from this Agency and other Government should be returned to OCR Library when no
agencies as well as commercial sources, longer needed.

90.0

SECRET

Approved Eor Release 2005/11/21 - CIA-BRDP78-00487A000400270001-0
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SCHEDULE NO.

. REGABRS0GON TROLRSGEEOILB05/1 121 Lol RDP78-nodaz Addnimb3za001.0
T
P OFFI1CE, DIVISION, BRANCH 25K 1
254(1 TSD TTILE TRTT . 9 2,
C/TSD ] o5 R
I TEM ’ FILES IDENTIFICATION ' VOLUME — .
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS

1. BRANCH ADMIN FILE

rials used in administering . 6.0 Temporary. Destroy after two years except
. 25X1 such as inter-office for policy materials or those needed for
correspondence, minutes of consultant board current operation,

meetings, library requests, requisitions,
chronos, cables and dispatches,

2, SECURITY CLEARANCE FILE

Consists of card file listing requested 0.6 Temporary. Disposal not authorized at this
clearances, actual clearances, and denied time.
clearances, Filed by company.

1 3. EFUBJECT FILE
i Consists of technical subject files on various 2.0 Temporary. Screen periodically. Destroy
25X1 ‘matters of interest tol materials no longer needed.
4,
10.0 Temporary, Disposal not authorized, Re-
25X1 tain in office area.
SF SRRTHNN [ EUS Ry
LS I
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ITEM NO.| FILES IDENTIF ICATION VOLUME _| DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
5. PROJECT FILES SECRED
Consists of correspondence, working papers,| 49.0 Temporary. Remove administrative-type
25X1| status reports and completed reports on material one year after completion of pro-
projects as well as administrative materials ject and retire remainder to Records Genter
dealing with projects presently being conducted and hold for ten years. At the end of this
25X1 fo{j})y private contractors. time, projects will be reviewed for destruc-
tion. If it is felt that they should not be
destroyed, projects will be resubmitted to
Records Center, Administrative-type
material will be held in office area for three
years after completion of project and
destroyed.
6. PERSONNEL FILES

Consists of case files containing personnel 2.0 | Temporary. Forward to TSD/Personnel
and travel matters on staff employees and upon transfer or separation of employee,
consultants,

7. REFERENCE MATERIAL -

Consists of copies of technical studies, 215.0 Temporary. Screen periodically. Destroy
reports received from external sources as well material revised, superseded or no longer
as books obtained through the Agency library. needed except for library books which

should be returned to the OCR Library
when no langer needed.
.- 25x1
AP R 2ty (T3
te
CLA Records Administration Officer 284.6
Solnad |
Approved For Release 2005/11/21 ; CIA-RDP78-00487A000400270001-0
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i SCHEDULE NO.
.o L2 RE Q08B0 66N FRALRB:ELB05/11/21. _GIAIRDP78-0048 72042700010
- ’ - CONCIIDRENCE
- OFFICE. DIVISION, BRANCH 25)<1

TSD TTTCE DRTE
251 | c/rsd 1 25X1 (& April 1963

ITEM FILES IDENTIF ICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS

1. | BRANCH ADMIN FILE

Consists of materials used in administering

. 25X1 TSDI:'described as follows:

a. Inter-office correspondence and 8.3 Temporary. Destroy after three years ex-
memoranda, cables, dispatches, requisi- cept for policy materials or those needed
tions, training, intra-Agency liaison, for current operation,

chronos, etc.

25X1 b, 3.0 Temporary. Disposal not authorized. Trans}
fer to Records Center when no longer of
current interest and hold for ten years. At
the end of this period, material will be re-
turned for review and resubmission if

necessary.
25X1 c. Maillog books used to control receipt and 0.5 Temporary. Disposal not authorized.
9 dispatch of mail i
2. PROJECT FILES
Consists of correspondence, working papers,| 83,0 Temporary. Disposal not authorized. Trans}
25X1| status reports and completed reports on fer to Records Center one year after comple-
projects. tion of project and hold for ten years. At

the end of this period, projects will be re-
viewed for destruction. If it is felt that they
should not be destroyed, projects will be
resubmitted to Records Center,

Approved For Release 2005/11/27 " 87A000400270001-0
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1TEM NO. FILES IDENTI!FICATION VOLUME I DISPOSITION [INSTRUCT IONS
Approved For Release 2005/11/21 : CIA-F{DP78-004#37A000400270001-0
3. CONTRACT FILES SECRET
a. Consists of administrative materials 8.0 Temporary. Hold in office area for three
dealing with projects presently being camducted years after completion of contract and
25X1 for by private contractors. destroy.
b. Consists of 5x8 cards containing 0.3 Temporary. Destroy one year after comple-
pertinent information regarding contracts. tion of contract.
4. "SI MATERIALS
Contains Special Intelligence material. 1.0 Temporary, When no longer of interest to
25X |jreturn to SC Registry.
5.
2,0 Temporary. When no longer of interest to
25X |:E}eturn tDegistry. 24
6. TOP SECRET CONTROL FILE
Consists of 3x5 cards used to control TSD 0.1 Temporary. Disposal not authorized.
25X1| materials i
7. PERSONNEL FILES
Consists of case files containing travel 0.8 Temporary. Transfer to TSD/Personnel
m atters on staff employees. upon transfer or separation.
- 8. REFERENCE MATERIAL
Consists of technical publications as well as | 90,0 Temporary. Destroy when revised, super-
brochures, catalogs and Library books used for seded or no longer needed except library
backg el books which should be returned to OCR
25X1 > Library when no longer needed.
. = K 3
APPROV »
Date
CTA Records Administration Omcer o |r9t.0
) sl
! Approved Ear Release 2005/41/21 : CIA-RDPR78.00487A000400270004-0
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- SCHEDULE NO.
RELPPISVEINTBPRICHERYd05/11/21-: C|A-RDP78-004L7.AW“§37MM 0
CONCURRENCE
OFFICE, DIVISION, BRANCH
25K1
25X] TSD TTTCE % rrn caes
T I I R A
No. (TITLE, DESCRIPTION. ?AR:?%%EA;;}JE,AE}V%NINCLUSIVE DATES) (cunic Fr. ) DISROSITION INSTRUCTIONS
1, BRANCH ADMIN FILE.
Gonsists of materials used in administering 2.0 Temporary. Destroy after two years ex~
25X |such as briefings, travel, cept for policy materials or those materials
personnel, requisitions, chronos, training, needed for current operation,
dispatches, security clearances, etc,
2. PROJECT FILES
Consists of correspondence, working papers 6.0 Temporary. Disposal not authorized at
mpecifications, status reports and final reports this time, Transfer to Records Center
25X1 o rojects. - one year after completion of project unless
required for reference in office area and
hold for ten years, At the end of this
period, projects will be reviewed for
destruction,. If it is felt that they should
not be destroyed, projects will be resub-~
mitted to Records Center.
3. CONTRACT FILES
" Consists of administrative materials deal- Temporary. Hold in office area for three
ing with projects presently being conducted years after completion of contraet and
25X1 for by private contractors, destroy, ‘
Tpch
3
Apnoroved For Release 2005/11/21 - CIA-RDP78-004R7A000400270001-0
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ITEM NO. FILES [DENTIFICATION VOLUME

DISPOS ITION INSTRUCTIONS

BACKGROUND AND REFERENCE

|

PRI RS SRt
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INSTRUCTIONAL AIDS SRECRET

Consists of instruction sheets pertainingto 1.5 Temporary. Screen periodically and
tems, destroy when no longer of use,

Consists of background and reference Temporary, Screen periodically, Destroy
such as brochures, catalogs, technical | when revised, superseded or no longer
manuals and other material, Also included needed. Library books should be returned
are books obtained through the Agency library. to OCR Library when no longer needed.
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SCHEDULE NO.

REQURBD N FROLRSBHEDIPE05/11/27 : CIA-RDP78-00487 Att466270001-0

- CONCURRENCE .
M OFFICE, DlVV'SloN.
25X] ,ﬁﬁg 25X1
C/TSD[ ] __25X1 15uay 1961 |
‘r;roE M (TITLE, DESCRIPT;OINL E sakk%’:;}nllgtjrcf\l}'\/g'vmcz.usx VE DATES) (c‘zllgligMIEr. ) DISPOSITION INSTRUCTIONS

1. BRANCH ADMIN FILE

Consists of copies of correspondence,
. memoranda, cables and dispatches used in the
administration of this branch,

a. General Administrative File

These files include clearances, 26.3 Temporary. Destroy after two years except
requisitions, old debit files, status for those files needed for current operation.,
reports, personnel folders, travel,
cables, dispatches, chronos, etc.

(1951-~Gurrent)

b. Policy & Liaison

These files include policy and liaison 1.0 Temporary, Disposal not authorized at this
files with regard to location and facilities time,

. 25X1 ofIZI

2. | REGULATION FILE

1 o Consists of copies of Agency andl:l 2.0 Temporary., Destroy when revised or
regulations, superseded,

SECHLY
RDP78-00487A000400270001-0

Approved For Release 2005/11/21 : CIAS

FORM NO. '39 USE PREVIOUS (41)
1 JAN 56 EDITIONS.




ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT1ONS
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
3. CHECK FILE . ©
Consists of check stubs and cancelled checks 1.0 Temporary, Destroy cancelled checks
reflecting expenditures for purchase of equip-~ six years after completion of audit, Destroy
ment and supplies not obtained through normal check stubs upon receipt of cancelled check,
procurement channels,
4'
9.0 Temporary. Disposal not authorized.
5.
2.5 Temporary. Disposal not authorized.
6. CURRENT WORKING PAPERS
Consists of various materials used in ful- 24,2 Temporary. Screen periodically. File
25X1| filling requests levied upon needed material in appropriate folder;
destroy other materials.,
7. COMPLETED WORK ORDER FILES
Consists of copies of work orders including 18,5 Temporary. Screen file periodically.
all costing information, purchase request, Destroy work order files for which there is
evaluation, test results, and related matter, no further need., Retain those of continuing
(1957-Current) value and needed for future reference.
8. | PURCHASE ORDER FILE
Consists of copies of purchase orders used 3.0 Temporary, Destroy after two years except
for quick reference in obtaining costing factor, for specific nurchase orders as determined
(1952-Current) by Chief, 25X1
Coeedd
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
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ITEM NO.

9‘

25X1

10.

11.

25X1

1 25%1

FILES IDENTIEICATION . 4
APPTOved For Release-2005/4424-- CIA-ROPYE0043

STOCK CONTROL CARD FILE

Consi. 5x8 cards itemizing equipment
charged to|

OPERATING MANUALS

Consists of copies of operating manuals.
These are used in the operation and maintenance of
technical equipment ang machinery.

REFERENCE FILES

Consists of materials used for background and
reference purposes:

a. Technical Reference Library

Contains technical reference books for
use o mployees. This collection
serves as a branch library providing suppq
to requests received from Headquarters
for specialized technical books.

b. Miscellaneous

Consists of materials used for back-
ground or reference purposes such ag
Agency stock catalogs, maps, negatives,
_specific completed work orders , ete.

c. Drawings and Charts

Consists of materials used for back-
8€85.

APPROY < ZJ;QLZ
‘ _ ate /2

) ration C

9.0

256.0

rt

2.

R

DP78-004

A000400270001.0/SPOSITION INSTRUCT IONS

Temporary. Destroy card upon disposition
of equipment.

Temporary. Destroy when applicable equipment
is disposed of.

Temporary. Hold indefinitely. Return to CIA
Library for appropriate dispesition when no
longer needed. o

Temporary. Destroy when :Icevised,‘ superseded
or no longer needed. )

Temporary. When no longer needed for current

reference, transfer to Records Center and hold
for 3 years. Material will be reviewed at the
end of this period and, if necessary, will be

resubmitted to Records Center.

7A000400270001-0
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ITEM NO.| FILES IDENTIF ICAT ION | voLume | DISPOS ITION INSTRUCTIONS
Rl Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
25X 12, ILES v S .
Consists of materials related to a branch 33.5 Screen files. Transfer papers of historical
which is no longer in existence. value to Recards Center, Destroy other

materials,

540.0
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
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SCHEDULE NO.
~ 1 REWMFWLRWZEO5I11IZ1SMEPP78-OOA{£$QQQ4_@}7OOO1-0
b | CONCIIRRENCE
OFFICE, DIVISION, BRANCH 25 (1
25 1 TSD e TRTE
25K1G/Ts { 4 APR 1963
No (TITLE, nsscxxpr;z;z'i,E snnk%ﬁé&gf,Augchwszvs DATES) (c‘z//gligMFEr. ) DISPOSITION INSTRUCTIONS
1. | BRANCH ADMIN FILE
Consists of materials used in administering 0.5 Temporary. Destroy after two years except
Production Branch. This file includes chronos, those materials needed for current operation
PTI, requisitions, etc.
2. PROJECT FILE
Consists of correspondence, current work- 3.8 Temporary. Disposal not authorized,
ing papers, status reports and final reports on Transfer to Records Center one year after
25X1 |j|projects. project is completed and hold five years.
At the end of this time, material will be
returned for review and resubmitted if
necessary. :
3. SPECIFICATIONS FILE
Consists of specifications of items being 1.0 Temporary. Disposal not authorized.
procured. Filed alphabetically by item. Retire to Records Center six months after
procurement of item andihold for ten years.
At the end of this time material will be re-
viewed for destruction and resubmitted to
Records Center if necessary.,.
4. DRAWINGS FILE
] Consists of drawings of items being 4,0 Temporary. Disposal not authorized,
procured, Retire to Records Center six months after
procurement of item and hold for ten years.
At the end of this time material will be re-
e Yi€Wed for destruction and resubmitted to
SEREL L Rlécor‘t?.s Center if necessary.
Approved-Eor Release 2005/11/21 : CIAE . A900400270001-0
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1 JAN s6

USE PREVIOUS
|39 EDITEIONS.




ITEM NO. FILES IDENTIFICATION VOLUME I DISPOSITION INSTRUCT IONS

:“ Approved For Release 2005/11/21 : CIA-RDP78-004{87A000400270001-0
0 5., MANUSCRIPTS SECRET
Consists of manuscripts for instruction 0.2 Temporary. Disposal not authorized. Re-
manuals. Filed alphabetically by item. tire to Records Genter six months after
procurement of item and hold for ten years.
At the end of this time manuscripts will be
reviewed for destruction and resubmitted
to Records Center if necessary.
6. REFERENCE MATERIAL
‘ Consists of periodicals, brochures, and 4.8 Temporary. Destroy when revised, super-
library books used for background and reference seded or no longer needed except for
purposes. library books which should be returned to

OCR Library when no longer needed.

@ | X

Apy Q;_ﬁA‘Eg/ﬂ, $14.1

ClA Records Administration Officer

Approved For Release 2005/11/21 : CIA-RDP78-00437A000400270001.0
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{TEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT!ONS

oo Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
- 4. DOCUMENT AND POSTAL FILES (cont'd) SECD ET
L

d. Document Data Cards

Consists of 5x8 cards used as an 43,8 Temporary. Destroy when no longer
index to the document file and also used needed for documentation purposes,
to record pertinent document data for
research purposes.

. 18.8 Temporary, Destroy when no longer
needed for documentation purposes.

25X1

46.1 Temporary. Screen periodically. Destroy
exemplars no longer of current value,

5. CURRENT WORKING FILES
Consists of correspondence and general 6.0 Temporary. Screen periodically, Destroy
. . material used in current operation. materials no longer needed. Transfer

other materials to appropriate file,

6. CASE FILES

Consists of files pertaining to specific 56.3 Temporary. Disposal not authorized,
Headquarters and Field documentation and Transfer to Records Center when no longer
1 | Fases. of current interest and hold for ten years.

At the end of this time, cases will be re-
viewed for destruction and resubmitted if
S0 " necessary.

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
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DISPOSITION INSTRUCT IONS

ITEM NO. WN e iea VOLUME
o 2005/t1f21T T CIA-IRDP78-00487A000400270001-0
Ta 7. | TRAINING FILES CCRET]
Consists of materials and aids used in the 10.5 | Temporary. Destroy when revised, super-
conducting of briefings, training and seminars seded or no longer needed.
25X1| given by ersonnel, These files include

guides, tapes, slides, studies and original or
reproduced documents.

8. STATION FILES

GConsists of dispatches and cables between 17.3 | Temporary. Destroy after two years except
’ Headquarters and Field stations, Filed by area those materials of continuing interest,
and station. ‘
ILLEGIB

9. | PHOTOGRAMMETRY FILES

Gonsists of various types of material dealing 1.0 Temporary. Disposal not authorized. When
1 with| Included in this file are material becomes inactive retire to Records
Center and hold for ten years. At the end

of this time, material will be reviewed for
destruction and resubmitted if necessary.

contracts, personnel information and general
correspondence, ’

10. | REGULATION FILE

Consists of Agency regulations and notices, 1.5 |- Temporary. Destroy as revised, superseded

‘ including GCS issuances. or no longer needed.

11. | REFERENCE MATERIAL

Consists of airline guides, city directories, 131.0 Temporary. Screen periodically. Destroy
maps and various publications used for back- when no longer needed except library books
I B ground and reference jn documentation. Also which should be returned to OCR Library.
: ; N
24x include — the OCR
1 Libra ye 74
APPRO@ ___)_24_0’.7 13
Date
CIA Records Adminisiration UIITEL L 1334.5
Approved 2005/11/24—-CHA-RBP78~-6048 7400040027000 1-0 -
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SCHEDULE NO. _ ')
REGOBH S $08 RO RE(dHMILB05/11/21 : CIA-RDP78-00 mmngZénéﬂa‘_é 7
CONCURRENCE
~(! OFFICE. DIVISION, BRANCH SIGNATURE
i' >5X1 T8l TITLE DATE
IJ(;EM (TITLE, DESCRIPT;O”I;.ESARIRZEI';‘?E;JT(':,AEIIV?)NINCLUSIVE DATES) (C\lllgl;gMIET- ) PISPOSITION INSTRUCTIONS
25X1 suparsedes 7363-63
. except items 6 ond 7 which werc trapsferred fo 25X1
25X1
e 25X1
12 Ay L
LPEROVED) Date
. GIA Refcords Administration OITiee
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
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SCHEDULE NO.

RECORP o ¢aH TROLRSBHEYRD05/11/21 :CLS-EQGB 00ks7Zcbbsh0%0801-0

CONCIRRENCE L

1
1 OFFICE, DIVISION. BRANCH 25 61
B TSDl TITLE O DATE” )}
45X1 I 25X £/751] | " B 7
ITEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCT IONS

1. BRANCH ADMIN FILE

a. These are inter-office memoranda, per- 5.0 Temporary. Destroy after eighteen months
. sonnel data, monthly reports, training reports, except for policy and other materials needed
cables and dispatches, chronos, logs and other for current operation.

45X1 files used in the administration of

b. Individual personnel folders on staff 1.0 Temporary. Destroy six months after employ-
and contract employees. Contain memos, copies ece resigns or transfers from the branch.
of travel vouchers, TDY's, and various person-
nel papers accumulating during the tenure of
employment. Used for administrative purposes.

t 2. OPERATTONAL PROJECT FILE
Consists of reports concerning technical 4.0 Permanent. Transfer to Record Center every
two years.
45X1
3 TEST PROJECT FILE
Consists of materials, photographs, test 6.0 Permanent. Transfer to Records anter.three
procedures and final reports relating to the field years after test projects become inactive.
testing and development of special devices and
field improvised techniques. Also the instruct-
ion sheets, photographs and technical data relat-
ing to the special devices.
Approved For Release 2005/11/21 ; CIA- 78-00487A000400270001-0
FORM NO. |39 USE PREVIOUS (41)
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{TEM NO.|

FILES IDENT!FICATION i

VOLUME |

DISPOSITION INSTRUCT |ONS

4.

Approved For Release 2005/11/21 : CIA-
LESSON PLANS

Consists of current lesson plans used for
conductine familiarization and nroficiency train-

’
. 45X1

SPECIAL DEVICES FILE

Consists of instruction sheets, photographs
and technical data relating to all special devices
under ognizance. Used for instructional
purpo T

TRAINING AND TECHNICAL MANUALS

Consists of technical manuals relating to
special devices and techniques that are issued to
Hgs. and Field elements for technical guidance
and reference purposes.

REFERENCE MATERTAL
Consists of background and reference material

such as foreign technical manuals and recognition
guides, catalogs, incident reports and other

25X1

15.0

Lo.o

Approved For Release 2005/11/21 : GiA#RDRF8-00487A000400270001-0

DP78-00487A000400270001-0

Temporary. Destroy after development and
finalization of revised lesson plans.

(OTR is Office of decord for lesso
plans

Temporary. Destroy when revised, superseded
or no longer rneeded.

Temporary. Hold in Records Center until re-
called for distribution to operational users.
Envision recall of one box annually.

Temporary. Destroy when revised, superseded
or no longer needed. Retire others of pos-
sible future value to Records Center for two
years; return and review periodically to

determine need for destruction or resubmission

to Records Center.
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= "]iTem no, FILES [DENTIF {CAT ION | voLume DISPOS[TION INSTRUCT IONS
e Approved ForRelease 200544/21 CIA-RDP78-00487A000400270001-0
. 4.
6.0 Temporary., Screen annually. Destroy
2bX1 material no longer needed. Hold remainder
in office area indefinitely.
5.
_ 23,5 Temporary. Screen annually. Destroy
“ material no longer needed. Hold remainder
in office area indefinitely.
b. Agent Files
(1) Consists of personnel, training and 8.0 Temporary. Disposal not authorized.
other biographic data filed individually for
active, inactive and service agents,
(2) Consists of agent case files contain- 9.8 Temporary. Destroy after two years except
ing operational correspondence and information for files needed for current operation.
on foreign agents.,
" 6. P ERSONNEL FILES
Consists of case files on2all employees of 1.5 Temporary. Forward to TSD/Personnel
45X1 |These files contain personnel and travel upon transfer or separation.
matters on staff employees, both Headquarters
and Field.
* :}rcl!.;‘;kf;ﬂ
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
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ITEM NO. VOLUME
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7. | REFERENGE CRE]

- Consists of brochures, handbooks as well 57.0 Temporary. Destroy when revised, super-
as catalogs and library books used for back- seded or no longer needed except library
ground and reference. books which should be returned to OCR

Library when no longer needed.

" 25X1 116.6

: ArEin Y Z / ~ ;3
CIA Records Administratioll UINCET
NIRRT
AW Eor-Releace-2006/4-4-24CHimR: o
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SECRE!

” June 1968

MEMORANDUM FCR: Chief, Records Administration

SUBJECT : Request for Change in Records Control Schedule

Approval is requested to amend Records Control Schedule num-

ter 7364-63, item 8, to include the following sub-file:

"o, Consists of printing plates and other graphic
arts materials which have historical value."

The disposition instruction for file category 8 t. will read:

Permanent, %hen materials are no longer operationally
useful, transfer to Records Center. Retain for 60
years, then return to TSD[::::]for review,

25X1
25X1
TSD 25X
Distritution:
Criginal & 1 -~ Addressee
25X1 1 - TSD
el
25X1
APPEO /?i;21~ﬁ/7é;k7
Date

CIA Records Administration Officer

SECRET

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0




| SCHEDULE NO. . B
) REGPRAS VeNFBPRSEHERVRF05/11/21 ; C|A7RDP7s-oo4e77Aiﬁﬁmﬁ397nnM 0
- Ty CONCURRENCE
v OFFICE, DIVISION, BRANCH ) Z5K1
25X TSI e DATE
c/Tsg 25X1 A Lfeer¥3
. I
’NTc;Z M (TITLE, DEscmPT%b,E SAR;?%T?HEF‘A;T(‘:,ATAIIV?)NINCLUSIVE DATES) (c\zllglle:JMIEr. ) DISPOSITION INSTRUCTIONS
1. BRANCH ADMIN FILE
» Consists of correspondence and memoranda 5.3 | Temporary. Screen annually. Destroy
o P5X1 used in administering TSDl These files after two years except those materials
)‘ include production reports, chronos, clearances needed for current operation. -
- requisitions, etc,
2, STATION FILES
Consists of cables and dispatches to and 2.5 Temporary. Screen annually. Destroy
from Field Stations. when no longer of current need.
3. MONTHLY REPORTS
Consists of copies of monthly activity 3.5 Temporary. Destroy after five years.
reports received from field stations. e
4, PROJECT FILES
’ Consists of correspondence and memoranda 9.0 Temporary. When project becomes inactive
25X1| pertaining to| These case files transfer to Records Center and hold for
include financial accountings, security, per- five years, At the end of this time, material
sonnel, progress reports, etc. will be returned for review and resubmission
if necessary.
5. CONTRACT FILES
Consists of contracts and supporting papers, 4.5 Temporary. Hold one year after termination '
. including contract personnel files as well as of contract and destroy. Personnel files
correspondence to and from contractors, ~=r—~ghoyld-be forwarded to TSD/Per sonnel,
government and gihekd Far Release 2005/11/21 : CIA- nms-nﬁaﬂnﬁnahm?nnm 0
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l DISPOSITION INSTRUCT {ONS

Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0

JOB ORDER FILE o

9

a. Completed Jobs

Consists of completed jobs performed
n the field of graphic arts.

b. Job Log

Consists of a log recording all jobs
that have been completed byljl
CASE FILES

Consists of individual case files dealing
with questioned document analysis,

OPERATIONAL MATERIALS FILE

a., Gonsists of samples of type, paper and

other samples pertaining to graphic arts,

b. Prlntlng 1ates & graphic arts materi
hlstorlca value, g{ See Memo 7 June 1968

?avir
REGULATION FILE

Consists of copies of Agency and CS
regulations.

PERSONNEL FILES

Consists of case files ori:lpersonnel.

FORM NO.
1 JAN S6

USE PREVIOUS
‘39a EDITIONS.

Temporary. Screen every six months.
Destroy all job order files no longer of
interest, Retain those felt to be of future
value.

Temporary. Disposal not authorized.

Temporary. Disposal not authorized.

Temporary. Destroy when no longer needed
or upon receipt of more current materials,

Permanent. Transfer to Records Center
when no longer needed for current operations.

Temporary. Destroy when revised, or
super seded.

Temporary. Transfer to TSD/Personnel
upon transfer or separation of employee.

A NOOAADAZOOOG=H
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ITEM NO.

- FILES IDENTIF ICATION VOLUME DISPOSITION INSTRUCT |ONS
. . Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
- 11, REFERENCE MATERIAL
Consists of background and reference 126.0 Temporary. Destroy when revised, super-
such as completed jobs, publications, seded or no longer needed. Library books
brochures, catalogs and library books. should be returned to OCR Library when
no longer needed.
1 (Note: The Files of th N
1 : ere omitted irom this

schedule at the request of the Chief of

‘ the Branch. )

216.8
25X1
APPR(é ¥ /‘__Z{_‘?
e
CIA Records Administration Officer
\\ L&
\i A.“.“"“LECLEOLE.EIEBSE 20058111/21 - CIA-RDP78-004R874000400270001.0
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SCHEDULE NO.
d REGABB o 0N FUILRSRIFRAVEB05/11/21 : CIA-RDP78-0048740604582%8864-0
“s CONCURRENCE
OFFICE, DIVISION, BRANCH S1GNATURE
2501 ™7 29!
TITLE f Z TE
25X1™ ./ 72 | #lae 2927
A R
I TEM FILES IDENTIFICATIO OLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, VD INCLUSIVE DATES) (C\IIJBIg FT.) DISPOSITION INSTRUCTION
1 BRANCH ADMINISTRATION FILES
Copies of memos, cables and dispatches 1.0 Temporary. Screen files annually.
pertaining to audio support matters and other Destroy when one year old except those
. papers used in personnel administration of branch needed for current activities.
activities. The files include reports, T&A's,
briefings, personnel, security, notices,
announcements and others, Filed by subject.
1966 to date.
2 AUDIC OPERATIONS FILES
These are cables, dispatches, information e2.
, reports, and other papers accumulated by desk
officers in support of audio operations. Files
relate to specific projects, techniques, or
areas of general interest., Filed by area,
country, project or topic.
a. Project Files Permanent. Retain inactive file for 2
years then transfer to the Recerds Center.
. b. General Reference Files Temporary. Screen files periodically;
destroy material of no further interest.
Transfer remainder to Records Center when
two years old; retain in Center for three
years then return to office for review
and destruction.
Approved For Release 2005/11/21 : CIA-FkQEZE_—_Q_OAB_ZAQQQ@OﬂOOM-n
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ITEM NO. FILES IDENTIFICATION VOLUME | DiSPOSITION INSTRUCT IONS
- Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
3 OPERATIONAL EXPOSURES AND CAPABILITIES FILES
These are copies of operational reports, 6.0 Temporary. Destroy when no longer needed
cables, dispatches, training reports, working for reference purposes.
papers, and other reference materials relating to
personnel, material, equipment, and techniques
exposed to foreign governments., Also includes
2pX1
InTformation Irom These I1les haS been or will be
included on machine runs. Files retained for
research and reference purposes.
L AUDIO ADP LISTINGS
.8 Temporary. Destroy when new listings awe
received.
25X1
5 PERSONNEL FILES
Individual files for Headgquarters and field 1.5 Temporary. Screen files periodically.
personnel containing personnel and travel data. Transfer to TSM/Personnel upon transfer
or separation.
6 TRS EQUIPMENT FILE
Test and evaluation reports, contracts, 3.0 Temporary. Destroy after one year except
project outlines, training manuals, memos, chronos, that material needed for current operations.
and book dispatches. Filed by subject category,.
7 QRC File
Copies of requests for material/services 2.0 Temporary. MDestroy after two years. Place
maintained for control or inspection during ful- in inactive file when requirement filled;
fillment stage, Filed by QRC number. 1965 retain for two years then destroy.
to date,
Approved For Release 2005/11/21 : CIA-FRDP78-004¥87A000400270001-0
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ITEM NO| FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
/‘jﬁ_/ Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
. 8 | TRS REFERENCE FILES
Copies of brochures, manuals, bulletins, and 29.0 | Temporary. Mestroy when obsolete or
test reports relating to audio equipment and when equipment no longer of interest to
materials. Used by technicians and lab. personnel. the branch.

Filed numerically or by type of equipment
9 CHRONO FILES

Extra copies of cables, dispatches, memos, 2.0 Temporary. Mestroy after one year.
and other documents maintained for ready Ffeference
. Filed chronologically. 1966 to date.
10 CONTROL FILES

Various media for logging and for maintaining
control and accountability within the branch.

t a. Mail Control Logs. .6 Temporary. Mestroy after one year.

b. Numbers Control Registers 1 Temporary. Destroy when page completed
and no further reference.

c. Action or Tickler Card File .1 Temporary. Mestroy 6 months after
related case is completed.

d. Name Card files .2 Temporary. Destroy when superseded
or no longer needed.
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CIA Rpcords Administration Officer
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2 December 1968

MEMORANDUM FOR: Chief, Records Administration

SUBJECT : Request to Amend Records Control
Schedule No. 7366-63

X1 1. The for which Schedule

_Jml__laﬁﬁzﬁﬁ_mas_mxrtten, has been changed to the[ |
25X1

2. Approval is requested to amend Records Control
Schedule No, 7366-63, item 6, to include the following sub-
file:

"b, Case files reflecting a complete history of each
project from initiation through research, development,
design and testing, to completion., They include a copy of
each contract or agreement for research services with related
modifications, changes or addendums; technical characteristics,
test and trial results; drawings, specifications and photo-
graphs considered essential to document design, modification
and engineering development; technical and progress reports;
notice of completion or cancellation; reference to the
location of prototype models, films or other items too bulky
for inclusion in these files; and correspondence influencing
the course of action taken on a project.”

The disposition instruction for file category 6b will read:

Permanent. Disposal not authorized. Transfer to
inactive file upon completion or termination of project.
After three years in inactive file transfer to Records Center.

25X1

Distribution: .
Original & 1 - Addressee C /.

1 - TSD APPROVH

25X1 1 - TSD

CIA Records Administration OITIceT =

T T
s tleded frem enfomaliel]

o Couryrading €0
e i ecinssifleation

Jdioseificatin 1
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OFFICE. DIVISION, BRANCH N 1 25X1
25K1TSD 3 oA TE
C/TSD| | 25X1 9 %)
ITEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.) DISPOSITION INSTRUCTIONS

1. BRANCH ADMIN FILE

Consists of correspondence and memoranda 7.0 Temporary. Destroy after two years except
used in carrying out the functions of TSD,{:] 25X1 certain materials needed for current
In cluded in this file are monthly reports, operation,

chronos, cables, dispatches and requisitions.

2. TECHNICAL DATA FILE

Consists of correspondence as well as 0.5 Temporary. Screen periodically. Destroy
1 studies relating to the| | material o longer needed,

components of TSD. Also included in this file
are studies from the military services,

3. | OPERATIONS FILE 1.0

-

a. CI File :(See Covering Memo)

Consists of personnel, equipment and Temporary. Disposal not authorized.
techniques exposed as well as contact reports,

b. Operations Statistics File

b Consists of statistical, installation and Temporary. Disposal not authorized,
training reports.

4. INVENTORY RECORD

Consists of inventory records of photo 1.0 Temporary. Screen periodically. Destroy
equipment presently charged to the branch. r—when no longer needed.

% g

b v [0
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» 4ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
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R 5. TEST AND ASSESSMENT FILE T
R : .
Consists of tests and assessments of 4.0 Temporary. Screen periodically. Destroy
various emulsions, photo chemicals, techniques when no longer needed.

and document copying equipment,
6. PROJECT FILES

O_: Consists of extracts and summaries of 1 0.5 Temporary., Screen periodically. Hold
operational projects - past, current and pro- in office area indefinitely.
jected, Filed by area and station and cross

s referenced to project name.
= %&Wo—g. 2 B 1968

7. JOB ORDERS
Consists of Operations Support Lab initial 1.0 Temporary. Destroy one year after
job order and other pertinent papers used in completion of job,

preparation of monthly report to Chief,: 25X1

8. PERSONNEL FILES

Consists of case files containing personnel 1.3 Temporary. Transfer to TSD/Personnel
and travel matters on staff employees. upon transfer or separation,
9. REFERENCE MATERIAL
. a, Consists of operating instructions and 3.0 Temporary. Retain as long as equipment is
- manuals for photographic equipment, being used either at Headquarters or in Field
b, Consists of commercial firm brochures 17.0 Temporary. Destroy when revised, super-
used in procuring photo equipment as well as seded or no longer needed. Library books
catalogs, magazines, and library books, should be retufned to OCR Library when no
longer needed.
25X1
APER _M 5 36.3
Date N

CIA Records Administration Ofe o
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CONCURRENCE
OFFICE, DIVISION, BRANCH S |Eh-ATURE
05X 24X{1 |
TSD] TITLE = DATE
DC/TSDJ | 4 Nov. 1964
ITEM FILES IDENTIFICATION FOLUME —oros
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cupic FT.) DISPOSITION INSTRUCTIONS
25X 1. SUBJECT FILE
25xH Consists of subject files on various 5.0 Temporary. Disposal not authorized.
matters of interest to the When no longer needed for current
‘ 28X1 | | reference transfer to Records Center
and hold for five years. Material
will be returned for review at the
end of this period and, if necessary,
will be resubmitted to Records Center.
2. | CHRONO FILE
Consists of copies of outgoing 0.3 Temporary. Destroy after two years
correspondence originating in the branch. except for certain papers which are
considered necessary for current work.
3. | ASSESSMENT FILES
10.0 Temporary. Disposal not authorized.
When no longer needed for current
. reference transfer to Records Center
and hold for five years. Material
will be returned for review at the
end of this period and, if necessary,
will be resubmitted to Records Center.
4. | RESEARCH DATA FILES 5.5
Consists of minutes of meetings, Temporary. Disposal not authorized.
repor?s, prochures and studies. This When no longer needed for current
material is from both internal and exter- reference transfer to Records Center
nal sources. and hold for five years. Material
will be returned for review at the
end of this period and, if necessary,
Annr: will be resubmitted to Records Center.
il = 78-00487A000400270001-0
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT |ONS
Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0

5. PROJECT FILES

Consists of general administrative 0.5 Temporary. Disposal not authorized.
correspondence, financial reports, When no longer needed for current
personnel and other material dealing reference transfer to Records Center
with[:::]projects. and hold for five years. Material

will be returned for review at the
end of this period and, if necessary,
will be resubmitted to Records Center.

6. TRAINING AND TEST MATERIAL

16.8 Temporary. Destroy when revised,
superseded or no longer needed.

7. REFERENCE MATERIAL

Consists of magazines and other 20.0 Temporary. Destroy when revised,
background and reference materials re- superseded or no longer needed
garding behavioral science. except for library books which

- should be returned to OCR Library.

25X1

APPRO

CIA Records Administration Uil

Approved For Release 2005/11/21 ; CIA-RDP78-00487A000400270001-0
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EDITTONS. s

A 7 CONCURRENCE 7
'~0|"—FICE. DIVISION, BRANCH 25x1
TSD TITLE o
. G/TSD #r L £F
[
IJoE M (TITLE, DESCR;PT;CI)lb,ESAR;Z[;EI,:}EZ)\;;‘:,A-&;V%NINCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS
1. BRANCH ADMIN FILE
Consists of inter-office memoranda, 7.5 Temporary. Destroy after eighteen months
per sonnel, monthly reports, training, cables éxcept policy and materials ngeded for
and dispatches, chronos and other files uged current operation.
25X1| in the administration o e
2. LESSON PLANS
Consists of current lesson plans used in v L0 Temporary. Destroy upon receipt of
conducting training courses involved in the <. revised lesson plan.
familiarization and handling of special devices.
3, | TEST & REPORT FILE 1.5
a. Tests ~
.Consists of materdals and photographs Temporary. Disposal not authorized. )
relating to the field testing of special de- '
vices and techniques.
b. Reports
£ Consists of reperts on demonstrations i'Tempt‘irary. Disposal not authorized.
* conducted domestically and overseas. ‘Screen file periodically and retire reports
no longer of current interest to Records
Center and hold for five years. At the end
of this time reports will be returmed for
I review. .If it is felt that they should not be
i'|" destroyed, reports will be resubmitted to
.| _Records Center,
FORM NO. |39 USE PREVIOUS - 18-004@ A000400270001-0 ey
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. 4 SPEGIAL DEVICES FILE D
Consists of instruction sheets and photo- 1.5 | Temporary. Disposal not authorized.
g - graphs of various special devices. Filed
- alphabetically.

5. INSTRUCTIONAL AIDS

Consists of operating manuals on special 2.0 Temporary., Destroy when superseded or
devices used as handouts in conducting training. revised.
9 6. | INTELLIGENCE FILES

a. Personal Authentication

Consists of item information forms 28.5 Temporary. Screen periodically. Destroy
25X1 describing items available in| and materials no longer needed for current
used in personal authentication. Also operation.

included in this file are intelligence
reports, photographs and publications,
Filed geographically - country within area.

1
5.0 Temporary. Screen periodically, destroying
' those materials no longer needed.
= 7.
: ) 8,0 Temporary., Disposal not authorized at
SR this time,
. Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
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FILES IDENTIFICATON | voLumE DISPOSITION INSTRUCT IONS
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GONTRACT Fﬁg
v . ea
g Consists of case files on outside contrac-’ 1.0 Temporary. When no longer of interest to
tors - individuals and companies. TSD/ orward company files to TSD/ 2!'
Security for screening and personnel folders
to TSD/Personnel,

REFERENCE MATERIAL

Consists of background and reference 40.0 Temporary, Destroy when revised, super-
material such as technical manuals, catalogs seded or no longer needed.
_. 25X used in procuring items unique tol:l and
other publications on matters of interest to the
branch,

> td /T 3

Date

CIA Records Administration Officer
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* SCHEDULE NO.

- &
R Jg‘\“i) RECORPiSo N FRAILRSRAEEDIRB05/11/21 : GIA-RDP78-004872660409270001-0
-5 : ] CONCURRENCE ,
OFFICE, DIVISION, BRANCH s “ 3
25X
24X1TsD e o,
25Xl G/ TSD] | Uke ™~ iy
o (TITLE, DESCRIPTION. ARRANGEMENT, AND INCLUSIVE DATES ) (C‘lllgll_ng'l::T. ) DISPOSITION INSTRUCTIONS
1. BRANCH ADMIN SUBJECT FILE
Consists of correspondence and memoranda 9.0 Temporary. Destroy after two years except
‘ P5X1 | used in carrying out the functions of the for policy or materials needed for current
D5X1 I These files include operation.
monthly reports, T&A, overtime authorization,
chronos, etc.
2. AUDIO OPERATIONS FILE
Consists of cables, dispatches, and miscel- | 43.0 Temporary. Disposal not authorized at this
laneous correspondence involving audio operations time., Screen files and segregate into active
world-wide. These are filed by area, country, and inactive files, Transfer inactive files
and in some instances by project. to Records Center and hold for five years.

At the end of this period, material wil be
reviewed for destruction, If it is felt that
it should be retained, material will be re-
submitted to Records GCenter,

3, .AUDIO EQUIPMENT FILE

Consists of test and evaluation reports,. 18.0 Temporary, Screen periodically. Hold in
correspondence dealing with potential R&D office area for an indefinite period.
projects, operating manuals, publications amd
other reference material, Filed alphabetically
by item of equipment.

AnnrOVW7Aﬂnndnn97nnn1-ﬂ
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7 U .
. ) -
Zo 4, WORK ORDER FILE ;_:f»‘
Consists of copies of wark orders initiated 2,0 Temporary. If applicable, transfer into
by field requests. project file all schematics and photos upon
completion. Otherwise, destroy after
three years,
5.
4,0 Temporary, Screen periodically., Destroy
‘ materials no longer needed,
6.
25X1 3.0 Temporary. Screen periodically. Hold in

office area for an indefinite period.

7. PERSONNEL FILES

Consists of case files containing personnel 1.5 Temporary., Screen periodically. Destroy
and travel matters on staff employees, both non-current materials. Transfer to TSD/
Headquarters and Overseas. Personnel upon transfer or separation.

8. REFERENCE MATERIAL

Consists of brochures, electronic maga- 17.5 Tempaary. Screen periodically, Destroy
zines and also books obtained through the Agency,| obsolete material. Return library books
library used for background and reference to OCR Library when no longer needed.,

V.| purposes. :
o
98.0

25X1 .
e (7 717

o Date
ToS aUIINISiTation OHicer
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5} - mp Sﬂémg CONCIDDENAE
. OFFICE. DIVISION, BRANCH 25X1
2541 TSD) rTTCe
c/Tspf | 25X1 X APR 1983
I TE
N (TITLE, DESCRIPTION. ARRANGEMENT. AND INCLUSIVE DATES) (cumre FT. ) DISPOSITION INSTRUCTIONS
1. BAB SUBJECT FILE
Consists of subject files on various matters 5.0 /Ternpora.ry. Screen material over two year§
‘ 5X1 | of interest to the | old. That portion which cannot be destroyed|
will be retired to\Records Center and held
for two additionpal lyears. At the end of this
time it will b@-fetyrned for review and
resxﬁgiﬁs n if ces\jFry.
2. CHRONO FILE M \ | ) é>\
Consists of copies of outgoing cg 4 émporary, Destroy after two years except|
originating in the branch. for certain papers which are considered
necessary for current work.
| 3. ASSESSMENT FILES
1
- 10.0 Permanent, Disposal not authorized.
‘ Transfer to Records Center one year after
file becomes inactive.
4. RESEARCH DATA FILES
Consists of minutes of meetings, reports, 5.5 Temporary. Disposal not authorized. Wheq
brochures and studies. This material is from no longer needed for current reference
both internal and external sources. transfer to Records Center and hold for
Emrng{»equars. Material will be returned for
( AN EE“ Temiew at the end of this period and, if
¢ | 'nécessary, will be resubmitted to Records
> “=|" "Center.
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ITEM_NO. FILES IDENTIFICATION VOLUME DISPOS ITION INSTRUCTIONS
anC Approved For Release 2005/11/21 : CIA-RDP78-00487A000400270001-0
5. PROJECT FILES 1.
Consists of general administrative corres- 0.5 Temporary. Screen periodically., Hold in
pondence, financial reports, personnel and office area indefinitely.
25X1| other material dealing with| rojects.
6. TRAINING AND TEST MATERIAL
16.8 Temporary. Destroy when revised, super-
seded or no longer negded.
7. | REFERENGE MATERIAL \C/Q
]

Consists of magazines and other background Temporary QD&;!:— 6y when revised, super-
and referance materials regarding behavioral seded Qr, onger needed except for library
science, b ’k ich should be returned to OCR

. LibTary. q
e ¢\ S
j* | \
25X1
APPR; 4 /3
: Dat
: CIA Records Administration UMICer
.
58,1
"AmrovWMMMAMMM«-MM 8

TIMOUUUNMUULTUUVIT™V
(41)



